DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON, DC 20380-0001

MCO 1510. 56B

MARI NE CORPS ORDER 1510. 56B

From Commandant of the Marine Corps
To: Di stribution List

Subj: 1 NDI VI DUAL TRAI NI NG STANDARDS (I TS) SYSTEM FOR OCCUPATI ONAL FI ELD 41
MARI NE CORPS EXCHANGE

Ref : (a) MCO 1553.1B
(b) MCO 1553. 2
(c) MCO 1553.3

Encl: (1) Description of an Individual Training Standard
(2) Managenent of Individual Training Standards
(3) Summary/ 1l ndex of Individual Training Standards
(4) Common | ndividual Training Standards
(5) Training Support
(6) Individual Training Standards

1. Purpose. To publish revised Individual Training Standards (ITS) at
encl osures (1) through (6) for QccFld 41.

2. Cancellation. MZO 1510.56A

3. Summary of Revision. This edition enconpasses nunerous changes to

I ndi vidual Training Standards, training setting, sustainment factors,

and grade to standard entries. Changes al so include deletion/addition

of tasks and references. This ITS O der was devel oped using the Marine
Corps Automated Instructional Managenment System (MCAI M5 Pl us) which has
resulted in nodifications to the content and appearance of the order

In general, all ITS information is linked to tasks. Enclosure (6) now
contains information on initial training setting, and, where applicable,
Marine Corps Institute (MJ) materials, amunition, and training nateriel
Appendi x D to Enclosure (5) lists references with associ ate tasks.

4. Backaground

a. The references establish the systemused to publish all training
standards, provide policy, and assign training responsibilities, especially
as applied to the Systens Approach to Traini ng (SAT).

b. 1TSs establish the training requirements for all Marines in the sane
occupational field (CccFld), MIlitary Cccupati onal Specialty (MXS), or
billet. They provide a foundation upon which unit comranders and schoo
directors build training packages for individual Marines as part of unit
training plans or formal courses of instruction

c. |ITSs represent the skills needed by individual Mrines that contrib-
ute to the unit mssion as expressed in the M ssion Performance Standards.
Changes to doctrine or force structure or the introduction of new weapons or
equi pnent may necessitate revision of this Oder.

5. Information. |ITSs are used by unit commanders and school directors to
desi gn, devel op, conduct, and eval uate the individual training of Marines.
Unit conmanders are responsible for the sustainnent of all individual tasks

that have been deened, through

DI STRI BUTI ON STATEMENT A:  Approved for public release; distribution is
unlimted.



MCO 1510. 56B
14 AUG 97

anal ysis, to support the unit’s Mssion Essential Task List (METL). Unit
conmanders can, therefore, use the tasks contained in this Oder as the

basi s of individual training through Managed On-the-Job Trai ning (MXT),
instruction in unit |evel schools, or incorporation in their training plans.
School directors will derive Termnal Learning Qbjectives (TLO and Enabling
Learning ojectives (ELO fromthe tasks, conditions, standards, and

per f ormance steps of each associated ITS. Task lists reported by formnal
school s on Course Descriptive Data (CDD) subm ssions will consist of tasks
contained in this Oder that are designated for training at the appropriate
level in the formal school.

6. Action

a. Commandi ng General, Marine Corps Conbat Devel opnment Command (GG
MCCDC)

(1) Ensure that all schools use this Order to train personnel to the
standards required by grade and MOS.

(2) Ensure that the Marine Corps Institute (M) and the Training
and Audi ovi sual Support Centers (TAVSC) provi de standardi zed job aids and
other training support requirenents to facilitate training in units.

(3) Review, revise, and nanage the upkeep of this Order in coordina-
tion with Qperating Force and Supporting Establishnent commanders and MOS/
CccFl d advocat es.

(4) Ensure the Conbat Devel opnent Process identifies the inmpact on
training, by MOS and I TS, of all new equipnent.

(5) Ensure coordination with the Conmander, Marine Corps Systens
Command ( COMWARCORSYSCOM to integrate the acquisition of new equi prent
into formal school training per the published ITSs.

b. Conmmandi ng CGenerals of the Marine Forces and Supporting Establish-
nent Commands and Conmanders of Separate Organi zations not Commanded by a
Ceneral Oficer

(1) Use this Oder as the basis for individual training.

(2) Conduct MXT programs and/or instruction in unit |evel schools
to satisfy initial, sustainnent, and refresher training requirenents in so
far as the tasks support unit mssion requirenents.

7. Submi ssion of Recommendations and Requirenents. Recommendations
concerning the content of this Oder are invited. Submt reconmmendations
for additions, deletions, or nodifications to CG MCCDC (C461) via the
chai n of conmand.

8. Reserve Applicability. This Oder is applicable to the Marine Corps
Reserve.

51’%-4.

T. HOLCOMB
direction
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DESCRI PTI ON CF AN | NDI VI DUAL TRAI NI NG STANDARD

1. 1TS Designator. Each ITS has a unique three-part identifier that
represents the specific task, the duty area under which that task is

i ncl uded, and the MOS (or billet) with which it is associated. Each part
is separated by periods. An exanple of an ITS Designator is 0311.02.08.

a. The first four positions ("0311" in the exanpl e above) represent the
MOS or billet. For any ITS associated with an official MXS, the four digits
nust be identical to those assigned to the MXS in MCO P1200.7 (MOS Manual).

b. The mddle two positions ("02" in the exanple above) represent the
duty or functional area. Duty areas within a given MOS are assigned consecu-
tive ascending Arabic nunerals. Duty areas 1 through 9 are always preceded
by a leading zero to allow for proper sorting. In the exanple above, "02"
represents the second duty area under MOS 0311

c. The last two positions ("08" in the exanpl e above) represent a
specific task. Tasks within a specific duty or functional area are assigned
consecutive ascending Arabic numerals. Tasks 1 through 9 are always preceded
by a leading zero to allow for proper sorting. In the exanple above, "08"
represents the eighth task within the second duty area under MOS 0311

2. LTS Conponents. There are six basic components of an ITS, five of which
are mandatory:

a. Task. The task describes a specific and necessary behavi or expected
of a Marine in a particular M or job. It is a clearly stated, performance-
oriented action requiring a learned skill.

b. Condition(s). This portion of the |ITS describes the equipnent,
manual s, assi stance/ supervi sion, special physical dermands, environnenta
conditions, and location affecting a Marine’ s perfornmance of the task
under real -world circunstances

c. Standard(s). This portion of the ITS describes the |evel of
proficiency to which the individual nust performthe task

d. Performance Steps. Collectively, the perfornmance steps represent
the 1 ogi cal sequence of actions required of the Marine to performthe task
to standard. These actions are typically detailed in the references.

e. References. References are doctrinal publications, technica
manual s, and ot her publications upon which the I TS and its perfornance
steps are based. They should be readily avail able and provi de det ai
to the procedures that are only sunmarized in the performance steps.

f. Administrative Instructions (Optional). Administrative instructions
provide the trainer/instructor with special required or reconmended circum
stances, including safety precautions, relating to the training or execution
of the task. These instructions nay also clarify the meaning of the task

3. LTS Training

a. Initial Training Setting. Al ITSs are assigned an Initial Training
Setting

ENCLOSURE (1)
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that includes a specific location for initial instruction (Formal School or
MIT), level of training required at that |ocation (Standard or Prelinminary),
a sustai nnent factor (nunmber of nonths between evaluation or retraining to
mai ntain the proficiency required by the standard), and a "Required By" rank
(the lowest rank at which task proficiency is required).

b. Training Materiel (Optional). Training materiel includes all train-
i ng devices, simulators, aids, equipnent, and materials (except amunition
and Marine Corps Institute (MJ) publications) required or recommended to
properly train the task under the specified conditions and to the specified
st andar d.

c. Ammunition (Optional). This section includes any anmunition,
expl osives, and/or pyrotechnics required for proper training of the ITS.

d. Qurrent MJ(s) (Optional). This section includes a list of any cur-
rently available MC publications designed to provide training related to
this task.

ENCLOSURE (1)
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MANAGEMENT COF | NDI VI DUAL TRAI NI NG STANDARDS

1. 1TS Use

a. |TSs formthe basis for all individual training in formal schools
and units. They are witten for all MOSs in order to specify the critica
skills required by units of their individual Marines in support of the
unit’s conbat missions as defined in the unit’s M ssion Essential Task
Li st (METL).

b. Formal school directors are responsible for reviewing all |TSs
marked for initial training at the formal school. They must conduct courses
of instruction on those |ITSs appropriate for their student populations in
terms of grade or rank. The task portion of each ITS taught in a given
course nust appear in the Task List (Item24) of the CDD for that course
In accordance with SAT, a Programof Instruction (PO) nust also be
devel oped for the
cour se.

c. |TSs provide neasures of performance that can be used by unit
commanders to di agnose individual deficiencies and design training. Noted
defi ci enci es shoul d be schedul ed for renmediati on on training plans or
through MQJT, as appropriate

d. A Marine should continue to receive instruction on | TSs that support

his unit’'s METL. Individual training cannot cease upon graduation froma
formal school because formal schools cannot prepare every Marine to serve in
every billet. Individuals should be given opportunities in the unit to gain

experience and responsibility as quickly as possible

2. LTS Maintenance

a. Avrelationship exists between I TSs and the threat to Marine forces.
Changes in the threat often trigger correspondi ng changes in our weapons,
equi prent, or doctrine, which then necessitate produci ng new or updated
training standards. Such action requires a teameffort on the part of the
operating forces, the formal schools, and staff agencies at both Head-
quarters, U S. Marine Corps and the Marine Corps Conbat Devel opment Conmand
(MCCDO) .

b. |1TSs are ultimately validated by unit commanders and schoo
directors. Records of Proceedings (ROP) resulting from Course Content
Revi ew Boards (CCRB) conducted by formal schools are particularly wel
suited for recomendi ng revisions. The ROP should contain a justification
for each proposed addition, deletion, or change and shoul d acconpany any
request to obtain authority to depart fromthe currently published ITSs.
Unit conmanders can recomend changes through participation in a school’s
CCRB or directly via the chain of command. Unless significant changes
warrant earlier action, ITS orders are revised and republished on a 4-year
cycl e.

c. |ITS managenent is a dynam ¢ process involving user maintenance as
the key to refining standards to best serve unit missions. |TS users should
eval uate whether |1TSs support or fail to support an MOS, and | TS conponents
shoul d be exami ned for realismand pertinence. Users are encouraged to
submit recomrended changes to pubished | TSs through the chain of command.

ENCLOSURE (2)
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SUMVARY/ | NDEX COF | NDI VI DUAL TRAI NI NG STANDARDS

1. Ceneral. This enclosure is a summary listing of all ITS tasks grouped
by M6 and Duty Area.

2. Format. The colums are as foll ows:

a. TASK. |ITS Designator

b. TITLE |ITS Task Title.

c. FES. Fornmal School. A mark appears in this colum when the Forma
School is designated as the initial training setting. An "S" indicates the
task is taught to "standard" at the formal school. A "P" indicates that the

formal school provides only "prelimnary” instruction and it is up to the
unit to provide followon MJT instruction to teach the task to standard.

d. MXJT. Mnaged On-The-Job Training. An "S' appears in this colum
when MDJT is designated as the initial training setting. |Instructionis
always to "standard."

e. MI. CQurrent M Publication(s). An "X' in this colum indicates
that at |east one MC publication addresses this task. Consult enclosure
(6) for details.

f. SUS. Sustainment Training Period. An entry in this colum
represents the nunber of nonths within which the unit is expected to
train or retrain this task to standard provi ded the task supports the
unit’s METL

REQ BY. Required By. An entry in this columm depicts the | onest
rank required to denonstrate proficiency in this task

h. PAGE. Page Nunmber. This colum lists the nunber of the page in
encl osure (6) that contains detailed information concerning this task

SEQ TASK TITLE FS MIT MCl SUS REQ BY PAGE

MOS 4130, MARINE CORPS EXCHANGE OFFI CER
DUTY AREA 01 - BOOKKEEPI NG ACCOUNTI NG

1) 4130.01.01 MAI NTAI N CONTROL FI LES S 12 WO 6-A 1
2) 4130.01.02 ADM NI STER PAYROLL PROCEDURES S 12 WO 6-A 1
3) 4130.01.03 MAINTAIN A MANAGEMENT | NFORMATI ON S 12 WO 6-A 2
SYSTEM (M S)
DUTY AREA 02 - GENERAL CPERATI ONS
1) 4130.02. 01 CONDUCT LOSS PREVENTI ON SURVEY S 12 W  6-A3
ENCLOSURE ( 3)



MCO 1510. 56B

14 AUG 97
SEQ TASK TITLE FS MIT MCl SUS REQ BY PAGE
DUTY AREA 03 - MANAGEMENT

1) 4130.03.01

2) 4130.03.02
3) 4130.03.03

4) 4130.03. 04

5) 4130.03. 05
6) 4130.03. 06

DUTY AREA 04 -

SUPERVI SE O VI LI AN M LI TARY
PERSONNEL

MANAGE/ PERFORM BUDGET PROCEDURES
PREPARE PERSONNEL, EQUI PVENT, AND
SUPPLI ES BUDGETS

SUPERVI SE | NVENTORY MANAGENENT
SUPERVI SE SALES PROCEDURES
SUPERVI SE VI SUAL MERCHANDI SI NG
SUPERVI SE RETAI L OPERATI ONS
DEVELOP | NTERNAL DI RECTI VES
UTI LI ZE MANAGEMVENT | NFORMATI ON
SYSTEM (M S)

SUPERVI SE WAREHOUSE OPERATI ON
ENSURE ADM NI STRATI VE ACTI VI TY
REPORTI NG

WAREHOUSI NG' MERCHANDI SI NG

1) 4130.04.01
2) 4130.04. 02
3) 4130.04. 03

4) 4130.04.04

DUTY AREA 05 -

PROCURE GOCDS/ SUPPLI ES/ EQUI PMENT
PREPARE MERCHANDI SE PLAN

MAI NTAI N STOCK RECORD CARDS

( ELECTRONI C PO NT OF SALE(EPCS))
DETERM NE PURCHASI NG SPECI FI CATI ONS
FOR CONSUMABLE/ NON- CONSUVABLE | TENS

STOCK CONTROL/ | NVENTORY

1) 4130.05. 01
2) 4130.05. 02
3) 4130.05. 03

DUTY AREA 06 -

SET UP RECEl VI NG PROCEDURES
MONI TOR | SSUI NG PROCEDURES
MONI TOR | NVENTORY PROCEDURES

ADVERTI SI NG MARKETI NG

1) 4130.06.01
2) 4130.06. 02

DUTY AREA 07 -

SET UP A SYSTEM TO | DENTI FY PATRON
NEEDS/ DESI RES

DEVELOP/ | MPLEMENT A MARKETI NG ACTI ON
PLAN

VAl NTENANCE AND SANI TATI ON

1) 4130.07.01
2) 4130.07.02

DUTY AREA 08 -

ESTABLI SH PREVENTI VE

MAI NTENANCE/ SANI TATI ON  PROGRAM
MVANAGE HAZARDOUS NMATERI ALS ( HAZIVAT)
PROGRAM

MORALE, WELFARE, AND RECREATI ON OPERATI ONS
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1) 4130.08. 01
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4) 4130.08. 04

5) 4130.08. 05
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SEQ TASK TITLE FS MIT MCl SUS REQ BY PAGE
DUTY AREA 09 - TRAI NI NG
1) 4130.09.01 MONI TOR | NTERNAL AND EXTERNAL S 12 WO 6-A-24

TRAINING PROGRANS
MOS 4133, MORALE, WELFARE, RECREATION (MAR) SPECI ALI ST
DUTY AREA 01 - BOOKKEEPI NG ACCOUNTI NG

1) 4133.01.01 MAI NTAI N CONTROL FI LES S 12 FM  6-B-1

2) 4133.01. 02 EXECUTE ACCOUNTI NG PROCEDURES S 12 FM  6-B-1

3) 4133.01.03 MAINTAIN A MANAGEMENT | NFORMATI ON S 12 FM  6-B-2
SYSTEM (M S)

4) 4133.01.04 UTI LI ZE FI NANCI AL DATA S 12 Ol 6-B-2

DUTY AREA 02 - GENERAL CPERATI ONS

1) 4133.02.01 OPEN SECURE ACTI VI TY S 12 FM  6-B-4

2) 4133.02.02 CONDUCT LOSS PREVENTI ON SURVEY S 12 FM  6-B-4

3) 4133.02. 03 PERFORM ADM NI STRATI VE ACTI VI TY S 12 FM  6-B-5
REPORTI NG

DUTY AREA 03 - MANAGENENT

1) 4133.03.01 SUPERVI SE CI VI LI AN M LI TARY S 12 FM  6-B-6
PERSONNEL

2) 4133.03.02 SUPERVI SE | NVENTORY MANAGENENT S 12 FM  6-B-6

3) 4133.03.03 SUPERVI SE SALES PROCEDURES S 12 FM  6-B-7

4) 4133.03.04 SUPERVI SE | NTERNAL AND EXTERNAL S 12 FM  6-B-8
TRAI NI NG PROGRAVS

5) 4133.03.05 | MPLEVENT BUDGET PLANS/ CORRECT ACTUAL S 12 FM  6-B-8
FI NANCI AL PERFORVANCE

DUTY AREA 04 - MERCHANDI S| NG’ PROCUREMENT

1) 4133.04.01 PROCURE GOODS/ SUPPLI ES/ EQUI PVENT S 12 SSgt 6-B-10

2) 4133.04.02 MAI NTAI N WAREHOUSE S 12 FM  6-B-10

3) 4133.04.03 MAI NTAIN STOCK RECORD CARDS S 12 FM  6-B-11
(ELECTRONI C PO NT OF SALE)

4) 4133.04.04 DETERM NE PURCHASI NG SPECI FI CATIONS S 12 SSgt 6-B-11
FOR CONSUMVABLE/ NONCONSUMABLE | TEMB

DUTY AREA 05 - STOCK CONTROL/ | NVENTORY

1) 4133.05.01 SET UP RECEI VI NG PROCEDURES S 12 FM  6-B-13

2) 4133.05.02 SET UP STOCK CONTROL PROCEDURES S 12 FM  6-B-13

3) 4133.05.03 SET UP | SSU NG PROCEDURES S 12 FM  6-B-14

4) 4133.05.04 SET UP | NVENTORY PROCEDURES S 12 FM  6-B-15

DUTY AREA 06 - MORALE, WELFARE. AND RECREATI ON CPERATI ONS

1) 4133.06.01 SET UP FOOD SERVI CE CPERATIONS S 12 FM  6-B-16

2) 4133.06.02 SET UP BAR OPERATI ONS S 12 FM  6-B-16

3) 4133.06.03 SET UP COST CONTROL AND RETAIL S 12 FM  6-B-17
PROCEDURES

4) 4133.06.04 SET UP MAR CONCESSI ON PROGRAM S 12 SSgt 6-B-18

ENCLOSURE ( 3)
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SEQ TASK

5) 4133.06. 05
6) 4133.06. 06

7) 4133.06.07
8) 4133.06. 08
9) 4133.06.09
10) 4133.06. 10
11) 4133.06. 11

12) 4133.06. 12
DUTY AREA 07 -

1) 4133.07.01
2) 4133.07.02
DUTY AREA 08 -

1) 4133.08.01
2) 4133.08. 02

3) 4133.08.03

DUTY AREA 09 -

1) 4133.09.01

ENCLCSURE ( 3)

TI TLE FS MWT MO SUS REQ BY PAGE
ORGANI ZE MAR ENTERTAI NVENT S 12 FM  6-B-19
| MPLEMENT MAR SAFETY/ SECURI TY S 12 FM  6-B-19
PROGRAM

EVALUATE MAR SAFETY/ SECURI TY S 12 FM  6-B-20
PROGRAM

ESTABLI SH FOOD AND HOSPI TALITY S 12 GySgt 6-B- 20
PROGRAM

RECOMVEND CONSTRUCTI ON/ S 12 MoySgt 6- B- 22
EXPANSI ON' RENOVATI ON' PROGRAM

DEVELOP DEACTI VATI ON/ Di SESTABLI SHVENT S 12 MoySgt 6- B- 22
PROCEDURES

DEVELOP OPERATI ONAL AND SECURI TY S 12 FM  6-B-22
PROCEDURES FOR GAM NG DEVI CES | N

OVERSEAS COWMANDS

ESTABLI SH | MPLEMENT FIELD FACILITIES S 12 Sgt  6-B-23
ADVERTI SI NG/ MARKETI NG

SET UP A SYSTEM TO | DENTI FY P 12 FM  6-B-25
PATRON NEEDS/ DES| RES

DEVELOP/ | MPLEMENT A MARKETI NG S 12 FM  6-B-25
ACTI ON PLAN

EQUI PMENT Al NTENANCE

ESTABLI SH PREVENTI VE S 12 FM  6-B-27
MAI NTENANCE/ SANI TATI ON

ENSURE | MPLEMENTATI ON OF S 12 FM  6-B-27
SANI TATI ON PROCEDURES

MANAGE HAZARDOUS MATERI AL S 12 FM  6-B-28
( HAZMAT)  PROGRAM

RECREATI ON

MAI NTAI N A RECREATI ON PROGRAM S 12 Sgt  6-B-30
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COVMMON | NDI VI DUAL TRAI NI NG STANDARDS
1. General. This enclosure lists the ITS tasks common to nore than one MOS
within the GccFld. It is designed to assist the trainer in consolidating

training for common tasks.

2. Format. The colums are as foll ows:

a. TASK TITLE. A listing of all tasks common to at |east two MOSs.

b. COWON TASK NUMBERS. A listing of the ITS designators for all |TSs
containing the same task title.

TASK TI TLE COVMON TASK NUMBERS

MAI NTAI N CONTRCL  FI LES 4133.01.01 4130.01.01
MAI NTAI N A MANAGEMENT | NFORVATI ON SYSTEM (M S) 4130.01. 03 4133.01.03
CONDUCT LGSS PREVENTI ON SURVEY 4130.02.01 4133.02.02
SUPERVI SE CI VI LI AN M LI TARY PERSONNEL 4130.03.01 4133.03.01
SUPERVI SE | NVENTCORY MANAGEMENT 4130.03. 04 4133.03.02
SUPERVI SE SALES PROCEDURES 4130. 03. 05 4133.03.03
PROCURE GOCDS/ SUPPLI ES/ EQUI PMENT 4130.04.01 4133.04.01
SET UP RECEI VI NG PROCEDURES 4130.05.01 4133.05.01

SET UP A SYSTEM TO | DENTI FY PATRON NEEDS/ DESI RES 4130. 06. 01 4133.07.01

DEVELOP/ | MPLEMENT A MARKETI NG ACTI ON PLAN 4130.06.02 4133.07.02
ESTABLI SH | MPLEMENT FI ELD FACI LI TI ES 4130.08.05 4133.06. 12
ENCLOSURE ( 4)
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TRAI NI NG SUPPORT
This enclosure summari zes four categories of training support by ITS
the entire QccFl d:
Appendi x A Training Materiel
Appendi x B:  CQurrent Mls
Appendi x C. Ammuni tion, Explosives, and Pyrotechnics
Appendi x D. References

I f support identified in any appendix is not applicable to this CccFld,
appendi x will include a statement to that effect.

ENCLOSURE ( 5)
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AMMUNI TI ON, EXPLOSI VES, AND PYROTECHNI CS
DCES NOT APPLY TO TH S MOS/ OCCCFLD.
Appendix Cto
ENCLOSURE (5)
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REFERENCES

1. Ceneral. References are doctrinal publications, technical manuals, and
ot her publications upon which an ITS and its performance steps are based.
They shoul d be readily available and provide the detailed procedures for
acconplishing the task. This section includes a list of all reference
publications associated with any task in this QccFld.

2. Format. The columms are as foll ows:

a. REFERENCES. This colum summarizes all references associated with
at least one ITStask in this CccFl d

b. TASK NUMBERS. Alisting of all ITS tasks to which the correspondi ng
reference i s associ at ed.

REFERENCES TASK NUMBERS

29 CFR 4130.07.02 4133.08.03

Annual Food and Hospitality Program 4130. 09. 01

Letter

Annual Food and Hospitality Program 4133.03. 04

Trai ning Letter

Appl i cabl e Federal Regul ations 4130.04.01 4130.07.02 4133.04.01
4133. 08. 03

Appl i cabl e Hazardous Material (HAZNMAT) 4130. 03. 08

Regul ati ons

Appl i cabl e Local Regul ations 4130.07.02 4133.08.03

Arny Menorandum of Under st andi ng ( MOU) 4133.06. 11

Buyer Manual - National Retail Merchant 4130. 03. 07
Associ ation

DoD Job Gradi ng Manual 4130.03.01 4133.03.01
Food Yi el ds 4133.04. 04
Food and Hospitality Standards 4130. 09. 01
Managenent | nformati on Systens Manual 4130. 03.09 4130. 04. 03
Marine Corps Fitness Center Standards 4133.09. 01

SPECS. The Conprehensive Food Service 4133. 04. 04
Pur chase and SPEC Manual

Appendix D to
ENCLOSURE (5)
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REFERENCES TASK NUMBERS

The Buying Quide for Fresh Fruits, 4133.04. 04

Veget abl es, Herbs, and Nuts

The Meat Buyer’s Quide 4133.04. 04

The Seaf ood Handbook 4133. 04. 04

MCO 10123.8, Commercially Procured Marine 4130.04.01 4130.04.02

Corps Unifornms and Accessories Sold

Through Marine Corps Exchanges

MCO 1700. 22, Al coholic Beverage Control 4133. 06. 02

in the Marine Corps

MCO 5100.8, Marine Corps GRD Cccupational 4130.08.02 4133.06.06 4133.06.07

Saf ety and Health (OSH) Program

MCO P1700. 27, Marine Corps MAR Policy 4130.01.01 4130.01.02 4130.01.03

Manual 4130.02.01 4130.03.01 4130.03.02
4130.03. 03 4130.03.04 4130.03.05
4130.03.06 4130.03.07 4130.03.08
4130.03.09 4130.03.10 4130.03.11
4130.04.01 4130.04.02 4130.04.03
4130.04.04 4130.05.01 4130.05.02
4130.05. 03 4130.06.01 4130.06.02
4130.08.01 4130.08.02 4130.08.03
4130.08.04 4130.08.05 4130.09.01
4133.01. 01 4133.01.02 4133.01.03
4133.01. 04 4133.02.01 4133.02.02
4133.03.02 4133.03.01 4133.02.03
4133.03.03 4133.04.01 4133.03.05
4133.03.04 4133.04.02 4133.04.03
4133.04.04 4133.05.01 4133.05.02
4133.05.03 4133.05.04 4133.06.01
4133.06. 02 4133.06.03 4133.06.04
4133.06.05 4133.06.06 4133.06.07
4133.06. 08 4133.06.09 4133.06.10
4133.06.11 4133.06.12 4133.07.01
4133.07.02 4133.09.01

MCO P4066. 17, Marine Corps Exchange 4130.02.01 4130.03.08 4130.03.10

Security and Loss Prevention Manual 4130.08.02 4133.02.01 4133.02.02
4133.04.02 4133.06.06 4133.06.07

MCO P4790.2, M MVS Field Procedures 4130. 07.02

Manual

MCO P5300.9, Marine Corps Nonappropriated 4130.03.01 4130.01.02 4130.01.01

Funds Instrumentalities Personnel Manual 4133.03.01 4133.06.02

NAVFAC P80, Facility Planning Criteria 4130.08. 03 4133.06.09

for Navy and Marine Corps Shore

Installations

NAVMC 2711, Marine Corps Club System 4133.03.05 4133.04.04 4133.05.01

Oper ations Manual Food and Beverage 4133.05.02 4133.05.03 4133.05.04

Service Qperation 4133.06. 01 4133.06.02 4133.06.03
4133. 06. 08
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REFERENCES TASK NUMBERS
NAVMC 2712, Marine Corps O ub System 4133.04.04 4133.06.01 4133.06.02
Oper ations Manual Food and Beverage 4133. 06. 03
Servi ce Techni ques
NAVMC 2713, Marine Corps O ub Systens 4133.03.05 4133.05.02 4133.05.04
Oper ati ons Manual Physical Pl ant 4133.08.01 4133.08.02
Managenent
NAVMC 2714, Marine Corps Club System 4133.06.01 4133.06.02 4133. 06. 03
Oper ations Manual Qperations Contro
and Organi zati onal Devel opnent
NAVMC 2715, Enpl oyee Trai ni ng 4130. 03.05 4133.03.03
NAVMC 2770, Food and Hospitality 4133.03.04 4133.07.01 4133.07.02

Mar keting Qui de
NAVMC 2777, Pl anning and Marketing Quide 4133.07.01
NAVMED P5010, Manual of Naval Preventive 4133.07.01 4133.06.01 4133.06.02

Medi ci ne 4130.06. 07 4133.06.08 4133.08.01
4133. 08. 02
SECNAVI NST 5212.5, Disposal of Navy 4130.01. 01 4130.08.04 4133.01.01
Mari ne Corps Records 4133. 06. 10
Appendix Dto
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[ NDI VI DUAL TRAI NI NG STANDARDS

1. Ceneral. This enclosure contains all of the ITSs for this QccFld,
grouped by MOS. Each MOS is contained in a separate Appendix to
Encl osure (6).

2. Format. For each ITS, the follow ng el ements of information are
provi ded:

a. TASK The task describes a specific and necessary behavi or
expected of a Marine in a particular MOS or job. It is a clearly stated
performance-oriented action requiring a |l earned skill

b. CONDITI S). This portion of the ITS describes the equi pnent
manual s, assi stance/ supervi sion, special physical dermands, environnental
conditions, and |ocation affecting a Marine’s perfornmance of the task
under realworld circunstances.

c. STANDARD(S). This portion of the ITS describes the |evel of
proficiency to which the individual nust performthe task

d. PERFORVANCE STEPS. Collectively, the perfornmance steps represent
the | ogi cal sequence of actions required of the Marine to performthe task
to standard. These actions are typically detailed in the references.

e. REFERENCES. References are doctrinal publications, technica
manual s, and ot her publications upon which the ITS and its perfornmance
steps are based. They should be readily avail able and provide detail to
the procedures that are only sunmmarized in the performance steps

f. ADM N STRATIVE I NSTRUCTIONS (Optional). Adninistrative instructions
provide the trainer/instructor with special required or recommended circum
stances, including safety precautions, relating to the training or execution
of the task. These instructions nay also clarify the meaning of the task

g. INTIAL TRAINING SETTING Al ITSs are assigned an Initial Training
Setting that includes a specific location for initial instruction (Form
School or MAJT), level of training required at that |ocation (Standard or
Prelimnary), a sustainnent factor (nunmber of nonths between eval uation or
retraining to maintain the proficiency required by the standard), and a
"Required By" rank (the |owest rank at which task proficiency is required).

h. TRAINING MATERIEL (Optional). Training nmateriel includes al
trai ning devices, sinulators, aids, equiprment, and naterials (except
ammuni tion and Marine Corps Institute (M) publications) required or
recommended to properly train the task under the specified conditions
and to the specified standard. Mandatory itens are preceded by an
asterisk(*).

i. AMINTION (Optional). This table, if present, depicts the
ammuni tion, expl osives, and/or pyrotechnics required for proper training
of the ITS.

j. CURRENT MCI(S) (Optional). This section includes a list of any
currently available M publications designed to provide training related
to this task.

ENCLOSURE ( 6)
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MOS 4130, MARI NE CORPS EXCHANCGE OFFI CER

DUTY AREA 01 - BOOKKEEPI NG ACCOUNTI NG

TASK: 4130.01. 01 MAI NTAI N CONTRCL FI LES

CONDITION(S): In a Marine Corps MR facility, given file cabinets, files,
correspondence, |ogs, ledgers, journals, other nenoranda, Managenent
Information System (M S) data, and the references.

STANDARI S) : Ensuring that all pertinent data is filed per |ocal
regul ati ons and the references.

PERFORVANCE STEPS:
1. Establish files.

2. (dassify files.

3. Log and update files.

4. Purge outdated files.
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual

2. MO P5300.9, Marine Corps Nonappropriated Funds Instrunentalities
Per sonnel Manual

3. SECNAVI NST 5212.5, Disposal of Navy Marine Corps Records
NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WD

TASK: 4130.01.02 ADM NI STER PAYROLL PROCEDURES

CONDITION(S): In a Marine Corps MAR facility, given personnel data, records,
journals, registers, tine sheets, personnel actions, payroll forms, and the
ref erences.

STAN S): So that payroll due dates are net, personnel actions
recommended, pronotions prepared, step increases, reductions, and
termnations are reflected in payroll accounting. Payroll information

reports nmust be prepared accurately.
PERFORVANCE STEPS:

1. Follow payroll procedures.
Conpl ete payrol| docunents.

Verify docunents.

P w0 DN

Report payroll information.

Appendi x Ato
ENCLCSURE ( 6)
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REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual

2. MO P5300.9, Marine Corps Nonappropriated Funds Instrunentalities
Per sonnel Manual

I NI TI AL _TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (WD

TASK: 4130. 01. 03 MAI NTAIN A MANAGEMENT | NFORMATI ON SYSTEM (M S)

CONDITION(S): In a Marine Corps MR facility office environment, given all
docunentation conpiled in the data collection process and references.

STANDARD( S) : Monitor internal operations using daily activity reports,

cost controls, financial summaries, |abor schedul es, scatter sheets, retail
accountability reports, budgets, sales tickets, transfer docunments, vendor

i nvoi ces, receiving reports, and any other docunentati on considered necessary
by the activity nmanager to assess internal operations. Internal operating
information not available fromthe standard accounting system nmust be
generated. The M S nust be generated manual |y or through autonation.

PERFORVANCE STEPS:

1. Establish weekly/nmonthly staff neeting on financial status.
2. Performa midyear budget analysis review

3. Request Marine Corps Nonappropriated Fund Audit Service (MCNAFAS)
for audit, if necessary.

4. Devel op |l abor statistics and cost control.
5. Make changes as required.

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual

I NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

Appendi x Ato
ENCLOSURE ( 6)
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DUTY AREA 02 - GENERAL CPERATI ONS

TASK:  4130.02.01 CONDUCT LOSS PREVENTI ON SURVEY

CONDITION(S): In a Marine Corps MAR facility, given a | oss prevention
manual , forms, and references.

STANDARD( S) : On an ongoing basis to prevent internal and external theft.
PERFORMANCE STEPS:
1. Ascertain security of all building accesses.
Determ ne conditions for other than enpl oyee access to storage.
Determine if cash register is in best |ocation.
Conduct regul ar nerchandi se/ property inventories.
Moni tor cost anal ysis frequently.
Moni tor key | ocker access |ist signatures.
Moni t or merchandi se delivery procedures.

Moni tor spot check of enpl oyee purchases.

© © N o o ~ w Db

Moni tor cash regi ster spot checks.

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual

2. MCO P4066.17, Marine Corps Exchange Security and Loss Prevention
Manual

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WD

Appendi x Ato
ENCLCSURE ( 6)
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DUTY AREA 03 - MANAGEMENT

TASK: 4130.03. 01 SUPERVI SE Cl VI LI AN M LI TARY PERSONNEL

CONDITION(S): In a Marine Corps MR facility, given civilian and military
personnel regul ations, |ocal personnel rules and procedures, records,
personnel forns, negotiation agreenents, and references.

STAN S): Ensuring that personnel are treated fairly and according to
regul ations. Job descriptions nust be accurate; work schedul es established
and posted; pay raises, pronotions, and recognitions will be nade or recom
nended when appropriate; job applicants nmust be screened and intervi ened
fairly and without bias or prejudice; overtinme nust be authorized according
to regul ations; tine sheets nmust be naintained accurately and forwarded to
accounting on tine; performance reviews and fitness reports prepared fairly
and according to regul ations; |eave and vacati on rosters and papers prepared
and processed in a tinely nmanner; and personnel must be inspected for

appear ance daily.

PERFORMANCE STEPS
1. Mintain updated rules and regul ations.
2. Revi ew personnel practices.
3. Establish personnel policies/procedures.
4. Take corrective action.

REFERENCE( S)

1. DoD Job Gradi ng Manua
2. MCO P1700. 27, Marine Corps MAR Policy Manua

3. MCO P5300.9, Marine Corps Nonappropriated Funds Instrunentalities
Per sonnel Manua

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WD
TASK:  4130.03.02 MANAGE/ PERFORM BUDGET PROCEDURES

CONDITION(S): In an MR facility, given the appropriate objectives, goals,
reference, records, and staff.

STAN S): So that the budget will be accurate, tinely, and obtainabl e--
nust be results oriented and neasure operational efficiencies while generat-
ing the sufficient incone to support the objectives.
PERFORMANCE STEPS

1. Determne each objective and set goals.

2. Decide the business strategies.
Appendi x Ato
ENCLOSURE ( 6)
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3. Programand all ocate resources.
4. Prepare a conplete and accurate budget.
5. Review and revise the budget as needed.
REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130. 03. 03 PREPARE PERSONNEL, EQUI PMENT, AND SUPPLI ES BUDGETS

CONDITION(S): In a Marine Corps MAR facility adm nistrative office
envi ronnment, given financial information, forns, calculator or conputer,
fundi ng requests, and reference.

STANDARD( S) : So that the budget package will include but is not linited
to--capital expenditure budget, operating budget, bal ance sheet forecast,
and appropriated fund budget. Al budgets will be fully supported and
docunented as required by current regul ations.

PERFORVMANCE STEPS:

1. Determ ne expense requirenment for each cost center.

2. ldentify those expenses which are fixed and vari abl e.
3. ldentify those expenses which can be funded from appropriated
f undi ng.

4. Ensure goals and objectives are nmet and mini mum operating profits
are naintai ned.

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
I NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130. 03. 04 SUPERVI SE | NVENTORY NMANAGEMENT

CONDITION(S): In an MR retail facility, given financial infornation, forns,
procedures, required automated and nanual equi prent, staff, and reference.

STAN S): So that the physical inventory of MAR retail activity wll
determ ne the exact quantity and val ue of assets and other property on hand
at a specific date; and physical counts of inventories will be used to bring
accounting records into agreenent with the actual on-hand stock.

PERFORVANCE STEPS:

Appendix A to
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1. A physical inventory will be conducted at |east annually for al
retail activities.

2. Ensure all nerchandise is accounted for

3. Ensure proper cutoff procedures are foll owed.
4. Control inventory integrity.
5.  Conduct inventory.
6. Validate inventory
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manua

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130.03.05 SUPERVI SE SALES PROCEDURES

CONDITION(S): In a Marine Corps MR facility, given cash registers
enpl oyees, stock itens, regul ations, and references.

STAN S): So that all merchandi se required or desired by the Command
shal | be provided. Custoner conveni ence and satisfaction, as well as
economi ¢ feasibility, shall be the determning factors as to where specific
items of nmerchandi se nmust be of fered. Marine Corps MAR sal es nust be con-
ducted on a cash basis, except when otherw se outlined, and all nerchandi se
nust be sold at established retail prices, except as otherw se authorized.

PERFORVANCE STEPS

1. Ensure all "like" itens are priced the sane.

2. Ensure cashiers are trained in the proper operation of all cash
registers.

3. Ensure only designated personnel performcash register readings/
voi ds.

4. Ensure resettable controls on cash registers are inoperable, where
appl i cabl e.

5. Ensure each cashier is provided separate change funds, where
appl i cabl e.

6. Ensure charge slips are prenunbered and are accounted for, where
appl i cabl e.

7. Establish a tolerance (percentage or dollars) ratio of cash overage/
shortage to sales total

8. Ensure merchandise inventory is conducted as frequently as necessary.
9. Establish refund procedures.
10. Establish | ay-a-way procedures, as necessary.
Appendi x A to
ENCLOSURE ( 6)
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REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual

2. NAVMC 2715, Enpl oyee Trai ning

I NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130.03.06 SUPERVI SE VI SUAL MERCHANDI SI NG

CONDITION(S): In an MR facility, given nerchandi se, store |layout, display,
di spl ay equi prent, visual props, staff, and reference.

STAN S): So that it acconplishes the following: reflects the
character of the store, sets the nmood, highlights newitens, and
encourages the purchase of the itens displayed and related itens.
PERFORMANCE STEPS:

1. Ensure that all visual nmerchandi se staff coordinates with the
nmer chandi se staff.

2. Ensure proper displays are created.
REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXMT (Standard) Sustainnent (12) Req By (WO

TASK:  4130. 03. 07 SUPERVI SE RETAI L CPERATI ONS

CONDITION(S): In an MR retail facility, given a conprehensive sel ection of
aut hori zed goods and services fromthe open nmarket, bal anced to customner
needs, avail able funding, desired profit objectives, staff, and appropriate
regul ati ons.

STAN S): So that basic controls will be established and supervised
and retail goods will be delivered on schedule to the patron in a consistent
manner at the |lowest possible price. MAR retail nust offer nmaxi mum service
comensurate with econom cal and productive operations. The Marine Corps
Exchange O ficer nmust ensure patrons are offered clean, fresh, desirable
itenms fromorderly, attractive, efficient, and conveni ent stores.

PERFORVMANCE STEPS:
1. Monitor the daily operations.
2. Control and plan the merchandi se i nventory.

3. Miintain a bal ance between needs of patrons and the financial
strategy of the Retail Branch.

4. Ensure that a varied stock assortnment will satisfy the demands of
t he patrons.

Appendi x Ato
ENCLCSURE ( 6)
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5. Establish a pricing policy which acconplishes the basic m ssion.

6. Establish an efficient merchandise control systemto include: open
to buy, classification dollar control, and nerchandi se unit control.

REFERENCE( S) :

1. Buyer Manual - National Retail Merchant Association
2. MCO P1700. 27, Marine Corps MAR Policy Manual
NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WD

TASK: 4130. 03. 08 DEVELOCP | NTERNAL DI RECTI VES

CONDITION(S): In a Marine Corps MR facility, given nanuals, reports, and
regul ati ons.

STANDARI S) : That ensure the detection of error, waste, inefficiency,

devi ation from established policy, and fraud. Local procedures will be
establ i shed which safeguard assets and protect the reliability of accounting
i nformation.

PERFORVMANCE STEPS:

1. Reviewall applicable current MO, Navy and DoD regul ati ons and
manual s.

2. Establish local policy, where needed.
3. Review policy regularly.
REFERENCE( S) :

1. Applicable Hazardous Material (HAZMAT) Regul ations
2. MCO P1700. 27, Marine Corps MAR Policy Manual

3. MO P4066. 17, Marine Corps Exchange Security and Loss Prevention
Manual

INITIAL TRAINING SETTING ~ MXT (Standard) Sustainment (12) Req By (WD)

TASK: 4130.03.09 UTI LI ZE MANAGEMENT | NFORVATI ON SYSTEM (M S)

CONDITION(S): In a Marine Corps MR facility office environment, given all
docunentation conpiled in the data collection process and reference.

STAN S): To monitor internal operations using daily activity reports,
cost controls, financial summaries, |abor schedul es, scatter sheets, retail
accountability reports, budgets, sales tickets, transfer docunents, vendor

i nvoi ces, receiving reports, and other docunentation considered necessary to
assess internal operations. Internal operating information not avail able
fromthe standard accounting system nust be generated. The MS may be
generated nmanual |y or through autonation.

Appendi x Ato
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PERFORVANCE STEPS:
1. Ensure all information is processed each day.
2. Supervise the maintenance of all files within the MS system
REFERENCE( S) :
1. Managenent |nformati on Systens Manual

2. MO P1700. 27, Marine Corps MAR Policy Manual

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130.03.10 SUPERVI SE WAREHOUSE CPERATI ON

CONDITION(S): In a Marine Corps MR retail facility warehouse area, given
stock, equiprment, shelving, storage bins, personnel, and reference.

STAN S): Ensure that stock is arranged on a "First in, First out”
(FIFO basis, neat and orderly, in original cases, cartons or w appings, well
ventilated, tenperature control, fire and safety secure, and separated
according to type to prevent contamnation. Security must be maintained to
prevent pilferage and danmage.

PERFORVANCE STEPS:

1. Ensure all nerchandise received is accounted for.

2. Ensure all overage/shortages of inbound nerchandise is properly
recei pted for.

3. Ensure preservation of stock is acconplished per the reference
manual s.

4. Ensure defective nerchandise is di sposed of properly (Return O der
Survey) .

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual

2. MO P4066.17, Marine Corps Exchange Security and Loss Prevention
Manual

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130.03.11 ENSURE ADM NI STRATI VE ACTI VI TY REPORTI NG

CONDITION(S): In an MR retail facility, given the appropriate forns,
addi ng nmachine, local directives, staff, and manual s.

STAN S): So that the Activity Daily Report (ADR) will be conpleted
each business day and will be correct and conmplete. The ADRwi Il record
sales for that day to include all applicable docunents.

Appendix A to
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PERFORVANCE STEPS:
1. Assenble all daily paper work for the business day.
2. Total all reports.
3. File each report with MAR accounti ng.
4. Validate each report.
REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXMT (Standard) Sustainnent (12) Req By (WO
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DUTY AREA 04 - WAREHOUSI NG MERCHANDI SI NG

TASK: 4130.04.01 PROCURE GOCDS/ SUPPLI ES/ EQUI PMENT

CONDITION(S): In a Marine Corps MR facility, given inventories, catalogs
vendors and vendor representatives, purchase orders, regulations, and
ref erences.

STANDARD( S) : Wthout favoritismin the open market primarily through
conpetitive negotiation, in a fair, equitable, and inpartial nanner per
Federal Regulations. Procurenent nust be to the best advantage to MAR
and at the best possible delivered prices. Only first quality goods mnust
be purchased. Sales prices nust be established by |ocal markup policies.
Every effort nmust be made to negotiate for discounts. The supply system
nmust be utilized when practicable. A list of debarred, suspended, and
ineligible firms nmust be naintained

PERFORVANCE STEPS

1. Determ ne procurenent requirenments

2. ldentify appropriate funding for procurenent.
3 Det er mi ne procurenent sources

4. Solicit for bids/proposals/prices.

5. Eval uate/anal yze bi ds/proposal s/ pri ces.

6 Det er mi ne successful sources

7. Award contracts.

REFERENCE( S)

1. Applicable Federal Regul ations

2. MO 10123.8, Comrercially Procured Marine Corps Uniforns and
Accessories Sold Through Marine Corps Exchanges

3. MCO P1700.27, Marine Corps MAR Policy Manua
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WD

TASK:  4130. 04.02 PREPARE MERCHANDI SE PLAN

CONDITION(S): In a Marine Corps MAR facility, given sales data information
proj ected sales data, anticipated changes in clientele, |ocal econony, pro-
jected influx or change in civilian conpetition, and references.

STAN S): So that it corresponds to the two major selling seasons. The
pl an nust cover a 6-nonth period for each departnment and an accunul ated pl an
for all departnents. Inventory data, previous sales data, and antici pated

sal es projections nust be utilized to determ ne markdowns, reductions, and
pur chases.
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PERFORVANCE STEPS:

1. Analyze previous sales data/history.
Det erm ne fundi ng avail abl e.
Project demand for future sales.
Qutline method of sal es program

Det er mi ne mar kdowns/ mar kups.

o o M w b

Determne profitability of departnents.

REFERENCE( S) :

1. MO 10123.8, Commercially Procured Marine Corps Unifornms and
Accessories Sold Through Marine Corps Exchanges

2. MO P1700. 27, Marine Corps MAR Policy Manual
I NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK:  4130.04.03 MAI NTAI N STOCK RECORD CARDS ( ELECTRONI C POl NT OF
SALE( EPCS) )

CONDITION(S): In a Marine Corps MAR facility warehouse area, given stock,
stock record cards, and the reference.

STANDARD( S) : For all nerchandise in the warehouse. A separate card nust
be maintained for each itemin the warehouse and prepared using information
contai ned on purchase order. Cards must be filed by category and current
status nmust be maintained. Card files nust be purged of obsolete itens.

PERFORVANCE STEPS:

1. Ensure stock cards are on hand for all merchandise in warehouse.
Ensure each card contains required mninmminfornmation.

Mai ntai n the m ni nunf maxi mum | evel s required of each stock record.
Revi ew cards frequently.

. Ensure Stock Keeping Unit (SKU) records are established when using
n automated system

PO A W N

REFERENCE( S) :

1. Managenent |nformati on Systens Manual
2. MO P1700. 27, Marine Corps MAR Policy Manual
NI TIAL TRAINING SETTING MXT (Standard) Sustainnent (12) Req By (WD
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TASK:  4130. 04.04 DETERM NE PURCHASI NG SPECI FI CATI ONS FOR CONSUMABLE/
NON- CONSUVABLE | TEMS

CONDITION(S): In a Marine Corps MAR facility admnistrative office environ-
nment, given the requirement for the itens to be purchased and references.

STANDARI( S) : Speci fications nmust be determ ned regarding the essential
physi cal and functional characteristics such as design, material, dinensions,
i ntended use, and restrictions.
PERFORMANCE STEPS:

1. Determne purchasing requirenent.

2 Identify sources.

3. Review specifications each tinme itemis purchased.

4

Maintain files on specifications.

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
I NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO
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DUTY AREA 05 - STOCK CONTROL/ | NVENTORY

TASK:  4130.05.01 SET UP RECElI VI NG PROCEDURES

CONDITION(S): In a Marine Corps MAR facility, given a receiving area or
war ehouse area, stock, purchase orders, invoices, and references.

STANDARD( S): So that enployees will be instructed as to receiving
operations; goods received are inspected as to quality, quantity, and/or

wei ght, against the invoice and purchase order; and any differences nust

be resol ved. Procedures nust detail the handling of damaged itens and
process of rejection goods. Procedures for docunentation and reporting

nust be specified. Procedures nust be evaluated routinely for effectiveness
and to nmake nodifications, as necessary.

PERFORVANCE STEPS:
1. Ensure all nerchandi se received is accounted for.

2. Ensure all overage/shortage on inbound nerchandise is properly
recei pted.

3. Conply with referenced manuals for the storage and distribution of
nmer chandi se.

4. Monitor freight charges correctly, to include vendor discounts.
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
I NI TI AL _TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (WD

TASK: 4130.05.02 MONITOR | SSU NG PROCEDURES

CONDITION(S): In a Marine Corps MAR facility warehouse or storage area,
gi ven stock control cards, inventories, requisitions, and references.

STAN S): So that personnel are instructed in the process of issuing,
requisitions are filled, issue slips are conpleted, stock control cards are
annotated, issuing reports are conpleted and maintained, and reordering is
instituted when necessary. The procedure nust be eval uated routinely to
determ ne effectiveness and to make necessary nodifications.

PERFORVANCE STEPS:

1. Reviewall current MCO Navy, and DoD regul ati ons and manual s.

2. Establish local policy where needed.
3. Reviewpolicy regularly and make necessary corrections.
4. Establish who is authorized to draw goods from storeroom
5. Prenunber requisitions and issue forms.

Appendix Ato

ENCLOSURE ( 6)

6-A-14



MCO 1510. 56B
14 AUG 97

6. Ensure proper signatures are obtai ned on Requisition and |Issue
(R & 1) by issurer and recipient.

7. Maintain a copy of all R&I'sin afile.

8. Ensure unit prices are constantly updated on all goods.

9. Ensure the First In, First Qut (FIFO systemis adhered to.

10. Establish issuing time franes per day.

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130.05.03 MONI TOR | NVENTORY PROCEDURES

CONDITION(S): In a Marine Corps MAR facility warehouse or storage area,
gi ven stock control cards, inventory sheets, stock to be inventoried, and
ref erences.

STANDARI S) : Ensure that all supplies, materials, equipnent, and goods are
inventoried and that personnel are instructed as to the inventory process,
inventories are schedul ed routinely and when necessary, all itens nust be

i nventoried, inventory forns conpleted, stock control cards nust be conpared
and verified with inventory sheets, and di screpancies reported. The proce-
dure must be evaluated to determ ne effectiveness and to make any nodifica-
tions necessary.

PERFORVANCE STEPS:

1. Reviewall current MCO, Navy, and DoD regul ati ons and manual s.
Establish | ocal policy where needed.

Revi ew policy regularly and make necessary corrections.

Di stingui sh between fixed and plant property.

Ensure property nunbers are assigned to each property item

Determ ne type of inventory to use (cost/retail).

N o a A w DN

Ensure that unit prices are current.
8. Determine the nost efficient units of mneasure.

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WD
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DUTY AREA 06 - ADVERTI SI NG MARKETI NG

TASK:  4130.06.01 SET UP A SYSTEM TO | DENTI FY PATRON NEEDS/ DESI RES

CONDITION(S): In a Marine Corps MR facility adm nistrative office
envi ronnment, given existing patronage, potential to increase patronage,
and reference.

STANDARD( S): By establishing a schedule to obtain and record col |l ected
information regarding the needs of current and potential users on an ongoi ng
basis. Al nmethods, formal and informal, to include focus groups, surveys,
and interpersonal comunications, may be used.
PERFORVMANCE STEPS:

1. Solicit ideas from appropriate advisory groups.
Revi ew patron suggesti on boxes.
Publ i sh periodic patron surveys.
Provi de input mechani smfor enpl oyees.
Anal yze input fromall data sources.

I mpl enent action to accommodat e patron desires.

Establ i sh hours of operation.

© N o o & 0D

Establish a special events/nonroutine activities schedul e.
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130.06.02 DEVELOP/ | MPLEMENT A MARKETI NG ACTI ON PLAN

CONDITION(S): In a Marine Corps MAR facility adm nistrative office environ-
nment, given identified patron needs/desires, activity and event infornmation,
and reference.

STAN S): Ensure that it addresses the MAR marketing goals and object-
i ves, budget, survey plans, comunication efforts, and new product devel op-
nent. The plan nust be updated at |east annually and based on identified

patron needs or desires.

PERFORVANCE STEPS:

1. Review nerchandi se pl an.

2. Determne pronotion activities and special events.
3. Allocate resources to inplenent plan.
4. |nplenment plan.

Appendix Ato
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5. Critique the results.
6. Mke necessary changes.
REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXMT (Standard) Sustainnent (12) Req By (WO
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DUTY AREA 07 - MAI NTENANCE AND SANI TATI ON

TASK: 4130.07.01 ESTABLI SH PREVENTI VE MAI NTENANCE/ SANI TATI ON PROGRAM

CONDI TI ON(S) : In Marine Corps MR facility, given all aspects of the

physi cal plant (nmechani cal equipment, food service equipment and utensils,
and the building itself), nmanufacturer’s maintenance recomendations, inven-
tory of equipnent, previous maintenance/repair records, regulations pertain-
ing to health and sanitation, and references.

STANDARI S) : Which will specify who is directly responsible for each area
or itemof equipnent. A step-by-step process and documentation procedure
nust be detailed. Schedules for routine naintenance and sanitation nmust be
established. The program nust specify which forms and checklists will be
utilized. A periodic walk-through of the facility must be conducted to
ensure that the programis being effective and to nake any nodifications
necessary. Personnel nust be instructed as to the use of the naintenance
and sanitation program

PERFORMANCE STEPS:
1. Execute a preventive maintenance programfor all equiprent.
2. Performpreventive naintenance actions, as required.
3. Renove equi pnent from servi ce when necessary.
REFERENCE( S) :
1. NAVMED P5010, Manual of Naval Preventive Medicine
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK:  4130.07.02 MNANAGE HAZARDOUS NMATERI ALS (HAZNVAT) PROGRAM

CONDITION(S): G ven applicable technical manual s and directives.

STAN S): Ensuring that all HAZMAT is stored, used, nmintained, and
di sposed of safely in the working environnent.

PERFORVANCE STEPS:

1. Reviewthe established HAZMAT program
2. ldentify federal, state, and | ocal EPA requirenents.
3. Mintain the HAZMAT storage point.

4. Wilize required/ recommended handling protection when working with
HAZVAT.

5. Maintain Material Safety Data sheets.
Appendix Ato
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REFERENCE( S) :
1. 29 CFR
2. Applicable Federal Regul ations
3. Applicable Local Regul ations
4. MO P4790.2, M MV5 Field Procedures Manual

I NI TI AL TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (WD
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DUTY AREA 08 - MORALE, WELFARE, AND RECREATI ON OPERATI ONS

TASK:  4130.08.01 MONI TOR MAR CONCESSI ON PROGRAM

CONDITION(S): In a Marine Corps MR facility, given applications from
concessi onai res, adequate space for type of concession requested, and
ref erences.

STAN S): In keeping with the proprieties and policies of MAR The
need or desirability of each space availability nmust be ascertai ned.
Concessi on contracts nust be formulated and reviewed. A conplete and
accurate accounting of concession operations finances nmust be mai ntai ned.
Concessi on control sheets and reports must be prepared routinely.

PERFORVANCE STEPS

1. Determ ne concession needs based on patron desires.
2. Execute control measures to ensure only whol esonme itens are sold.
3. Execute proper contract follow up
4. Prepare necessary, tinmely control sheets.
5. Survey patrons assessnment of needs or desires.
REFERENCE( S)

1. MO P1700. 27, Marine Corps MAR Policy Manua
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO

TASK: 4130.08.02 MONITOR MAR SAFETY/ SECUR TY PROGRAM

CONDITION(S): In a Marine Corps MR facility, given, safety and health
standards set forth in the Marine Corps Cccupational Safety and Heal th (CSH)
a facility floor plan, information regardi ng safes, conbinations, |ocks and
keys, hours of operation, nunber of personnel enployed, and references.

STAN S): Ensuring that responsibility for areas is detailed, procedures
formul at ed specifying action for preventing safety hazards and corrections of
deficiencies, routine inspections conducted, and reporting specified. The
security program nmust involve coordination with the Provost Marshal and ot her
| aw enforcenment agencies. Personnel nust be instructed as to procedures to
follow regarding safety and security matters
PERFORMANCE STEPS

1. Establish or use MAR SOP for safety and security.

2. Mintain period checklist to verify safety and security checks

3. Determne and post personnel responsibility, safety, and security
assi gnment s.

4., Ensure correction of deficiencies.
Appendix Ato
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5. Establish and execute a safety and security checkli st.

6. Ensure key logs are utilized.

7. Ensure safe conbi nations and exterior door |ocks are changed
regul arly.

REFERENCE(S) :

1. MO 5100.8, Marine Corps GRD Cccupational Safety and Health (OSH)
Program

2. MO P1700. 27, Marine Corps MAR Policy Manual

3. MO P4066. 17, Marine Corps Exchange Security and Loss Prevention
Manual

INITIAL TRAINING SETTING ~ MXT (Standard) Sustainment (12) Req By (WD)

TASK: 4130.08.03 | MPLEMENT CONSTRUCTI QN EXPANSI ON RENOVATI ON PROGRAM

CONDITION(S): In a Marine Corps MAR facility adm nistrative office
envi ronment, given information regardi ng proposed project, anticipated
costs, and references.

STAN S): So that it will neet the requirements for propriety,
essentiality, adequacy of design, suitability of site, usability of
facility, effectiveness of correction of deficiencies, nmaintenance
aspects, and cost factors. Furnishing and equi pnment requirenents
nust be determ ned.

PERFORVANCE STEPS:

1. Determne appropriate scope of project based on need and
Commander’ s desire.

Provi de sal es data and custoner count for backup.

Ensure the project is in the 5-year inprovenent plan.

2
3
4. Determne funding nethod desired.
5. Provide Conmander with necessary data for fornul ating recomrendati on
to CMC.
REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual

2. NAVFAC P80, Facility Planning Criteria for Navy and Marine Corps
Shore Installations

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WD

TASK:  4130.08. 04 DEVELOP/ MONI TOR DEACTI VATI ON DI SESTABLI SHVENT PROCEDURES

CONDITION(S): In a Marine Corps MAR facility, given required data and the
ref erences.
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STANDARD( S): To ensure that all assets are properly disposed of, all
liabilities are satisfied, all records are disposed of properly, and
residual funds are transferred as required per current regulations and
directives.

PERFORVANCE STEPS:

1. Advise Commander of need to cease operations.

2. Obtain CMC approval to cease operations.

3. Notify auditors of closing date for final audit.

4. Maintain protection of assets through the |ast operating day.

5. Ensure conpliance with CMC cl osure procedures letter.
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
2.  SECNAVI NST 5212.5, Disposal of Navy Marine Corps Records
NI TIAL TRAI NI NG SETTING MIT (Standard) Sustai nment (12) Req By (WD

TASK: 4130.08.05 ESTABLI SH | MPLEMENT FI ELD FACI LI TI ES

CONDITION(S): In a field environnent where no exchange facility exists,
given a requirenent to establish tactical field exchange to support
personnel involved in a depl oynent operation.

STAN S): Ensuring that personnel in a deploynent situation by the
Command havi ng operational control are serviced. Al concepts of an
exchange facility nust be inplenented within the boundaries of the area.

PERFORVANCE STEPS:

1. Determne size of operation.

I dentify nunber of personnel for staffing.

Est abl i sh stock | evel and assortnent.

Det ermi ne source of supply.

Determ ne | ogistical support requirenents.
Train/orient personnel as required.

Ootain internal operational supplies/equipnent.

Conduct inventory before and after operation.

© © N o o A~ e Db

Eval uate operation for effectiveness and possible revisions.
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REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO
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DUTY AREA 09 - TRAI NI NG

TASK:  4130.09.01 MONI TOR | NTERNAL AND EXTERNAL TRAI NI NG PROGRAMS

CONDITION(S): In a Marine Corps MR facility, given a requirenent for
training, annual programtraining |letter, personnel training schedules,
and external training infornation.

STAN S): In a manner that results in a nmaxi mum participation in
trai ni ng.

PERFORVANCE STEPS:

I dentify training needs.
Obtain avail abl e trai ning infornmation.
Det er mi ne fundi ng.

Schedul e attendees.

o > v nhoPE

Eval uate training results.

REFERENCE( S) :

1. Annual Food and Hospitality Program Letter
2. Food and Hospitality Standards
3. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (WO
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MOS 4133, MORALE, WELFARE, RECREATION (MAR) SPECI ALI ST

DUTY AREA 01 - BOCKKEEPI NG ACCOUNTI NG

TASK: 4133.01.01 MAI NTAI N CONTROL FI LES

CONDITION(S): In a Marine Corps MR Facility, given file cabinets, files,
correspondence, |ogs, |edgers, journals, other nenoranda, Managenent
Infornmation System (M S) data, and the references.

STANDARD(S): To ensure that all pertinent data is filed per |ocal
regul ati ons and the references.

PERFORVANCE STEPS:

1. File by category and date.

2. Determne and dispose of outdated or inactive files.

3. Secure a |l ocked cabinet for security.

4. Check files at least quarterly for update change.
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
2.  SECNAVI NST 5212.5, D sposal of Navy Marine Corps Records
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK:  4133.01.02 EXECUTE ACCOUNTI NG PROCEDURES

CONDITION(S): In a Marine Corps MR facility, given reports, journals,
| edgers, invoices, bills, credit statements, receipts, other supporting
financial data, and the references.

STAN S): So that all entries in applicable docunments are conplete
and accurate.

PERFORVANCE STEPS:

1. Ildentify cost centers needed.

Perform inventory procedures.

Mai ntai n cost of sal es standards.

Mai ntain sale/retail prices for menus.

Interpret financial statenments and make changes in operation.

o o~ w DN

Devel op/ mai ntai n the various budgets required.

Appendi x B to
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REFERENCE( S) :
1. MO P1700.27, Marine Corps MAR Policy Manua
I NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK:  4133.01.03 MAI NTAIN A MANAGEMENT | NFORVATI ON SYSTEM (M S)

CONDITION(S): In a Marine Corps MR facility office environment, given all
docunentation conpiled in the data collection process, and references.

STANDARD( S) : To nonitor internal operations using daily activity reports,
cost controls, financial summaries, |abor schedul es, scatter sheets, retai
accountability reports, budgets, sales tickets, transfer docunments, vendor

i nvoi ces, receiving reports, and any other docunentati on considered necessary
by the activity nmanager to assess internal operations. Internal operating
information not available fromthe standard accounting system nmust be
generated. The M S nust be generated manual |y or through autonation.

PERFORVANCE STEPS

Attend weekl y/nonthly staff meetings on financial status.

Perform a m dyear revi ew budget anal ysis.

w N

Mai ntai n | abor statistics and cost control

4. Spot check counts on inventories and note discrepancies.
REFERENCE( S) :

1. MO P1700.27, Marine Corps MAR Policy Manua
I NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK: 4133.01.04 UTILIZE FI NANCI AL DATA

CONDITION(S): In a Marine Corps MAR facility, given reports, profit and
| oss statements, budget, variance analysis, historical data, and ot her
supporting financial data.

STANDARD( S) : To ensure efficient performance of cost center

PERFORVANCE STEPS

1. Devel op/ mai ntain a budget.
2. Interpret budget variance.
3. Analyze financial data.
4. Make changes in operation, as required.
Appendi x B to
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REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (Cpl)
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DUTY AREA 02 - GENERAL CPERATI ONS

TASK: 4133.02.01 OPEN SECURE ACTIVITY

CONDITION(S): In a Marine Corps MR facility, given |ocks, keys,
conbi nati ons, security devices, and references.

STANDARD(S): To ensure that the activity will be opened at the beginning of
operating hours, security systemturned off, and i nspected and | ocked at the
end of operating hours with the security system operational.

PERFORVANCE STEPS:

Open facility at designated tine.
Di sarm security system

I nspect for breach of security.
Make any required reports.

I nspect to ensure all personnel are out of the facility.

o g A W bd e

Secure building, set alarm and | ock up.
REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual

2. MCO P4066.17, Marine Corps Exchange Security and Loss Prevention
Manual

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK: 4133.02.02 CONDUCT LOSS PREVENTI ON SURVEY

CONDITION(S): In a Marine Corps MAR facility, given a | oss prevention
manual , forms, and references.

STANDARD( S) : On an ongoing basis to prevent internal and external theft.
PERFORMANCE STEPS:

1. Ascertain security of all buildings accesses.

Determ ne conditions for other than enpl oyee access to storage.
Determine if cash register is in best |ocation.

Conduct regul ar merchandi se/ property inventories.

Moni tor cost anal ysis frequently.

R T

Moni tor key | ocker access |ist signatures.

Appendi x B to
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7. Monitor merchandi se delivery procedures.

8. Conduct spot check of enployee purchases.

9. Conduct cash register spot checks.

10. Deternine where enpl oyee purchases are kept.

11. Inspect outgoing trash for conceal ment of merchandi se.
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual

2. MO P4066.17, Marine Corps Exchange Security and Loss Prevention
Manual

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK: 4133.02.03 PERFORM ADM NI STRATI VE ACTI VI TY REPORTI NG

CONDITION(S): In an MR retail facility, given the appropriate forns,
addi ng machi ne, local directives, staff, and manual s.

STANDARD( S): So that applicable docunents will be conpleted each business
day and nust be correct and conplete. The Activity Daily Report (ADR) nmnust
record sales for that day to include all applicable docunents.
PERFORMANCE STEPS:

1. Assenble all daily paper work for the business day.

2. Total all reports.

3. File each report with MAR accounti ng.

4

Val i dat e each report.

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
NI TIAL TRAI NI NG SETTING MIT (Standard) Sustai nment (12) Req By (FM
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DUTY AREA 03 - MANAGEMENT

TASK: 4133.03.01 SUPERVISE C VI LI AN M LI TARY PERSONNEL

CONDITION(S): In a Marine Corps MR facility, given civilian and military
personnel regul ations, |ocal personnel rules and procedures, records,
personnel forns, negotiation agreenents, and references.

STAN S): To ensure that personnel are treated fairly and according to
regul ati ons. Job descriptions nust be accurate; work schedul es established
and posted; pay raises, pronotions, and recognitions nust be nade or recom
nended when appropriate; job applicants nmust be screened and intervi ened
fairly and without bias or prejudice; overtinme nust be authorized according
to regul ations; tine sheets nmust be naintained accurately and forwarded to
accounting on tine; performance reviews and fitness reports prepared fairly
and according to regul ations; |eave and vacati on rosters and papers prepared
and processed in a tinely nmanner; and personnel must be inspected for

appear ance daily.

PERFORMANCE STEPS
1. Mintain updated rules and regul ations.
2. Revi ew personnel practices.
3. Foll ow established personnel policies.
4. Take corrective action.

REFERENCE( S)

1. DoD Job Gradi ng Manua
2. MO P1700. 27, Marine Corps MAR Policy Manua

3. MO P5300.9, Marine Corps Nonappropriated Funds Instrunentalities
Per sonnel Manua

I NI TIAL TRAI NI NG SETTI NG Formal School (Standard) Sustainment (12) Req
By (FM

TASK:  4133.03.02 SUPERVI SE | NVENTCRY MANAGEMENT

CONDITION(S): In an MR facility, given financial infornmation, forns,
procedures, required automated and nanual equi pnent, staff, and reference.

STAN S): So that physical inventory of MAR activity will deternine the
exact quantity and val ue of assets and other property on hand at a specific
date; and physical counts of inventories nust be used to bring accounting
records into agreenent with the actual on-hand inventory.

PERFCRVANCE STEPS

1. A physical inventory will be conducted at |east annually for al
MAR activities.

2. Ensure all inventory/assets are accounted for

Appendi x B to
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3. Ensure proper cutoff procedures are foll owed.
4. Control inventory integrity.
5.  Conduct inventory.
6. Validate inventory.
REFERENCE( S)

1. MO P1700. 27, Marine Corps MAR Policy Manua
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK: 4133.03.03  SUPERVI SE SALES PRCCEDURES

CONDITION(S): In a Marine Corps MR facility, given cash registers
enpl oyees, stock itens, regul ations, and references.

STAN S): So that all merchandi se required or desired by the Command
nust be provided. Customer conveni ence and satisfaction, as well as economc
feasibility, shall be the determ ning factors as to where specific itens of
ner chandi se nust be of f ered. Marine Corps MAR sal es nust be conducted on a
cash basis except when otherw se outlined and all nerchandi se nust be sold at
establ i shed MAR prices except as otherw se authorized
PERFORMANCE STEPS

1. Ensure all "like" itens are priced the sane.

2. Ensure cashiers are trained in the proper operation of all cash
registers.

3. Ensure cash register readings are performed per |ocal policy.

4. Ensure resettable controls on cash registers are inoperable, where
appl i cabl e.

5. Ensure each cashier is provided separate change funds, where
appl i cabl e.

6. Ensure charge slips are prenunbered and are accounted for, where
appl i cabl e.

7. Adhere to cash overage/shortage to sales total policy.
8. Execute established refund procedures.
9. Ensure lay-a-way tickets are prenunbered and are accounted for

REFERENCE( S)

1. MO P1700.27, Marine Corps MAR Policy Manua
2. NAVMC 2715, Enpl oyee Trai ning
NI TIAL TRAINING SETTING MXT (Standard) Sustainnent (12) Req By (FM
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TASK:  4133.03.04  SUPERVI SE | NTERNAL AND EXTERNAL TRAI NI NG PROGRAMS
CONDITION(S): In a Marine Corps MR facility, given a requirenent for

training, annual programtraining letter, personnel training schedule,
and external training infornation.

STAN S): Internal and external training programw || be supervised to
ensure maxi mum participation in training.

PERFORVANCE STEPS:

I dentify training needs.
Obtain avail abl e trai ning infornmation.
Det er mi ne fundi ng.

Schedul e attendees for training.

o > v nhoPE

Eval uate training results.

REFERENCE( S) :

1. Annual Food and Hospitality Program Training Letter
2. MO P1700. 27, Marine Corps MAR Policy Manual
3. NAVMC 2770, Food and Hospitality Marketing Quide
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK:  4133.03.05 | MPLEMENT BUDGET PLANS/ CORRECT ACTUAL FI NANCI AL
PERFORVANCE

CONDITION(S): In a Marine Corps MR facility, given financial information,
nmer chandi se, product or service assortnent, forns, procedures, required
aut omat ed and manual equi prent, staff, and references.

STANDARI S) : To ensure that the activity will achieve financial budgetary
goal s at the cost center |evel and successfully support MAR financi al
per f or mance.

PERFORVANCE STEPS:

1. Draft an initial annual operating budget plan for subm ssion to the
appropriate MAR Director at individual activity (cost center) |evel.

2. Make basic financial worksheets to track activity perfornance.
3. Cenerate sales and control expenses.

4. Conpare and eval uate actual business performance agai nst operating
budget pl an.

5. Inprove actual business operating perfornmance or inplenent
corrective action.

Appendi x B to
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REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual

2. NAVMC 2711, Marine Corps O ub System Operations Manual Food and
Beverage Service Qperation

3. NAVMC 2713, Marine Corps Cub Systens Qperations Manual Physical
Pl ant Managenent

I NI TI AL TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (FM
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DUTY AREA 04 - MERCHANDI SI NG PROCUREMENT

TASK: 4133.04.01 PROCURE GOCDS/ SUPPLI ES/ EQUI PMVENT

CONDITION(S): In a Marine Corps MR facility, given inventories, catalogs
vendors and vendor representatives, purchase orders, regulations, and
ref erences.

STANDARD( S) : Wthout favoritismin the open market primarily through
conpetitive negotiation, in a fair, equitable, and inpartial nanner per
Federal Regulations. Procurenent nust be to the best advantage to MAR
and at the best possible delivered prices. Only first quality goods mnust
be purchased. Sales prices nust be established by |ocal markup policies.
Every effort nmust be made to negotiate for discounts. The supply system
nmust be utilized when practicable. A list of debarred, suspended, and
ineligible firms nmust be naintained

PERFORVANCE STEPS

1. Determ ne procurenent requirenments

2. ldentify appropriate funding for procurenent.
3 Det er mi ne procurenent sources

4. Solicit for bids/proposals/prices.

5. Eval uate/anal yze bi ds/proposal s/ pri ces.

6 Det er mi ne successful sources

7. Award contracts.

REFERENCE( S)

1. Applicable Federal Regul ations
2. MCO P1700. 27, Marine Corps MAR Policy Manua
[ NI TIAL TRAI NI NG SETTI NG MDIT (Standard) Sustainnent (12) Req By (SSgt)

TASK: 4133.04.02  MAI NTAI N WAREHCUSE

CONDITION(S): In a Marine Corps MAR facility warehouse area, given stock,
equi pnent, shelving, storage bins, personnel, and references.

STANDARI S) : To ensure that stock is arranged on a First In, First Qut
(FIFO basis, neat and orderly, in original cases, cartons or w appings,
wel | ventilated, tenperature control, fire and safety secure, and separated
according to type to prevent contamnation. Security nust be nmaintained to
prevent pilferage and damage
PERFORMANCE STEPS

1. Mintain area neatly and orderly.

2. Arrange merchandi se for FIFO process.

Appendi x B to
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3. Set up security to prevent pilferage and danage.
4. Ensure in and out are thoroughly controll ed.
5. Report slow novers to appropriate personnel.
6. Set up a controlled visitor program
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual

2. MO P4066.17, Marine Corps Exchange Security and Loss Prevention
Manual

I NI TI AL _TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (FM

TASK:  4133.04.03 MAI NTAIN STOCK RECORD CARDS (ELECTRONIC PO NT OF SALE)

CONDITION(S): In a Marine Corps MAR facility warehouse area, given stock,
stock record cards, and the reference.

STAN S): Ensure that a separate card is maintained for each itemin
t he warehouse and prepared using information contained on purchase order.
Cards nmust be filed by category and current status will be naintained.
Card files nust be purged of obsolete itens.
PERFORMANCE STEPS:

1. Ensure stock cards are on hand for all merchandise in warehouse.
Ensure each card contains required mninmminfornmation.
Mai ntain the m ni mum maxi mum | evel s required of each stock item
Revi ew cards frequently.

. Ensure Stock Keeping Unit (SKU) records are established when using
n automated system

PO A W N

REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manual
NI TIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK: 4133.04.04 DETERM NE PURCHASI NG SPECI FI CATI ONS FOR CONSUVABLE/
NONCONSUVABLE | TEMS

CONDI TI ON(S) : In a Marine Corps MAR facility admnistrative office
envi ronnment, given the requirenment for the itens to be purchased and
ref erences.

Appendix B to
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STANDARI S) : Ensure that they address the essential physical and
functional characteristics such as design, material, dinensions, intended
use, and restrictions.
PERFORMANCE STEPS
1. Determne purchasing requirenent.
Identify sources.

2
3. Review specifications each tinme itemis purchased.
4

Maintain files on specifications.

REFERENCE( S)
1. Food Yields
2. SPECS. The Conprehensive Food Service Purchase and SPEC Manua
3. The Buying Quide for Fresh Fruits, Vegetables, Herbs, and Nuts
4. The Meat Buyer’s Quide
5. The Seaf ood Handbook
6. MCO P1700. 27, Marine Corps MAR Policy Manua
7. NAVMC 2711, Marine Corps O ub System Operations Manual Food and

Beverage Service Qperation

8. NAVMC 2712, Marine Corps Cub System QOperations Manual Food and
Beverage Service Techni ques

I NI TI AL TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (SSgt)
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DUTY AREA 05 - STOCK CONTROL/ | NVENTORY

TASK: 4133.05.01 SET UP RECElI VI NG PROCEDURES

CONDITION(S): In a Marine Corps MAR facility, given a receiving area or
war ehouse area, stock, purchase orders, invoices, and references.

STANDARI S) : So that enployees will be instructed as to receiving
operations; goods received are inspected as to quality, quantity, and/or
wei ght, against the invoice and purchase order; and any differences nust
be resol ved. Procedures nust detail the handling of damaged itens and
process of rejection goods. Procedures for docunentation and reporting
nust be specified. Procedures nust be evaluated routinely for effectiveness
and to nmake nodifications, as necessary.
PERFORMANCE STEPS

1. Appoint authorized enployees to receipt for goods.

2. Ensure invoice has Vet stanp, if applicable

3. Establish hours goods are to be received.

4. Ensure enpl oyee has Bl anket Purchase Agreenent (BPA) and that BPA
mat ches with invoi ce and actual goods.

5. Determine handling of inferior/nonordered goods received.
6. Annotate on invoice and BPA any di screpanci es.

REFERENCE( S) :
1. MO P1700.27, Marine Corps MAR Policy Manua

2. NAVMC 2711, Marine Corps O ub System Operations Manual Food and
Beverage Service Qperation

I NI TIAL TRAINING SETTING  Formal School (Standard) Sustainment (12) Req
By (FM

TASK: 4133.05.02 SET UP STOCK CONTROL PROCEDURES

CONDITION(S): In a Marine Corps MAR facility storage area, given stock,
stock control cards, inventories, requisitions, purchase orders, invoices,
and references.

STANDARI S) : So that personnel will be instructed as to stock contro
processes, naintaining suspense files, correctly conpleting and mai ntai ni ng
stock control cards, preparing stock control reports, and verifying stock
control cards with receiving reports. The procedures nust be eval uated
routinely for effectiveness and to nake necessary nodifications.
PERFORMANCE STEPS

1. Assign limted nunber of enployees as storeroom custodi ans.

2. Establish First In, First Qut (FIFO procedure identification

Appendi x B to
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3. Establish who is authorized to draw goods from storeroom
4. Establish storeroom Par- St ock
5. Establish a file for outstandi ng Bl anket Purchase Agreenent (BPA's).
6. Establish procedure for survey itens.
7. Determne types and sizes of storeroons required.

REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manua

2. NAVMC 2711, Marine Corps dub System Operations Manual Food and
Beverage Service Qperation

3. NAVMC 2713, Marine Corps Cub Systens Qperations Manual Physica
Pl ant Managenent

I NI TIAL TRAI NI NG SETTI NG Formal School (Standard) Sustainment (12) Req
By (FM

TASK: 4133.05.03 SET UP | SSU NG PROCEDURES

CONDITION(S): In a Marine Corps MAR facility warehouse or storage area
gi ven stock control cards, inventories, requisitions, and references.

STAN S): So that personnel are instructed in the process of issuing,
requisitions are filed, issue slips are conpleted, stock control cards are
annotated, issuing reports are conpleted and maintained, and reordering is
instituted when necessary. The procedure nust be evaluated routinely to
determ ne effectiveness and to nmake necessary nodificati ons.

PERFORVANCE STEPS

1. Establish who is authorized to draw goods from storeroom
2. Prenunber requisitions and issue forms.
3. Ensure proper signatures are obtained on Requisition and |ssue
(R & 1) by issuer and recipient.
4. Maintain a copy of all R&I’s in afile.
5. Ensure unit prices are constantly updated on all goods.
6. Ensure the FIFO systemis adhered to
7. Establish issuing tine franmes per day.
REFERENCE( S) :
1. MO P1700.27, Marine Corps MAR Policy Manua
Appendi x B to
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2. NAVMC 2711, Marine Corps O ub System Operations Manual Food and
Beverage Service Qperation

I NI TI AL _TRAI NI NG SETTI NG Formal School (Standard) Sustainnent (12) Req
By (FM

TASK: 4133.05.04  SET UP | NVENTORY PROCEDURES

CONDITION(S): In a Marine Corps MAR facility warehouse or storage area
gi ven stock control cards, inventory sheets, stock to be inventoried, and
ref erences.

STANDARI S) : Ensure that all supplies, materials, equipnent, and goods

are inventoried and that personnel are instructed as to the inventory
process; inventories are schedul ed routinely and when necessary, inventory
forms conpleted, stock control cards are conpared and verified with inventory
sheets, and di screpancies reported. The procedure nust be eval uated to
eterm ne effectiveness and to nake any nodificati ons necessary nade.

PERFORVANCE STEPS

Di stingui sh between fixed and plant property.
Ensure property nunbers are assigned to each property item
Determ ne type of inventory to use (cost/retail)

Ensure that unit prices are current.

o > W nhoPE

Determ ne the nost efficient units of neasure

REFERENCE( S)

1. MO P1700. 27, Marine Corps MAR Policy Manua

2. NAVMC 2711, Marine Corps dub System Operations Manual Food and
Beverage Service Qperation

3. NAVMC 2713, Marine Corps Cub Systens Qperations Manual Physica
Pl ant Managenent

I NI TIAL TRAI NI NG SETTI NG Formal School (Standard) Sustainment (12) Req
By (FM
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DUTY AREA 06 - MORALE, WELFARE, AND RECREATI ON OPERATI ONS

TASK: 4133.06.01 SET UP FOOD SERVI CE COPERATI ONS

CONDITION(S): In a Marine Corps MAR facility, given kitchen, storage
dining, and office areas, all necessary equi pment, appliances, furniture,
and appropriate food itens, and references.

STAN S): So that nmeals will be served to MAR patrons at the determ ned
times for the anticipated nunber of guests. Menus nust be planned and pre-
pared, anmount and cost of food nust be cal cul ated, table settings and
arrangenments nust be specified, health, safety and sanitation procedures
nust be detailed, enployee functions and duties nust be established, food
service SOP nmust be witten, and quality control measures nust be instituted.
Yield tests nmust be perforned and anal yzed. Menu and reci pe cards nmust be
prepared and updated. Wilization or disposal of |eftovers nust be

det erm ned

PERFORMANCE STEPS

1. Oganize the food operations to support nenu itens.
Determine and obtain work force.
Est abl i sh operating hours based on custoner needs.
Ensure proper inventory PARS are established nmonthly.

Provi de standardi zed reci pes for cooks.

o o M w b

Est abl i sh cost control procedures

REFERENCE( S)

1. MO P1700. 27, Marine Corps MAR Policy Manua

2. NAVMC 2711, Marine Corps dub System Operations Manual Food and
Beverage Service Qperation

3. NAVMC 2712, Marine Corps Club System Operations Manual Food and
Beverage Service Techni ques

4. NAVMC 2714, Marine Corps Club System Operations Manual Operations
Control And O ganizational Devel opnment

5. NAVMED P5010, Manual of Naval Preventive Mdicine

I NITIAL TRAINING SETTING Formal School (Standard) Sustainment (12) Req
By (FM

TASK:  4133.06.02 SET UP BAR OPERATI ONS

CONDITION(S): In a Marine Corps MAR facility, given areas to be designated
as bar and storage; various beverages, equi prent, appliances, and furniture;
and references.

STAN S): In such a manner as to service MAR patrons requesting bever-
ages within the capabilities of the bar. The anount of costs of itens served
nmust be cal cul ated and recorded for reporting purposes. Sales prices and

Appendix B to
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di spensi ng procedures nust be established. Accurate inventories and |oss
saf equards nust be nmintained. Health, safety, and sanitation procedures
nmust be detailed. Enployee functions and duties nust be established. An
SOP nmust be witten which establishes bar operations and custoner service.

PERFORVANCE STEPS:

1. Oganize the bar operation to neet the nenu of fered.

2. Determne and obtain work force.

3. Establish PAR stocks.

4. Provide standardized reci pes for bartenders.

5. Establish procedures of operation and cost controls.
REFERENCE( S)

1. MO 1700. 22, Alcoholic Beverage Control in the Marine Corps
2. MO P1700. 27, Marine Corps MAR Policy Manua

3. MO P5300.9, Marine Corps Nonappropriated Funds Instrunentalities
Per sonnel Manua

4. NAVMC 2711, Marine Corps Cub System Operations Manual Food and
Beverage Service Qperation

5. NAVMC 2712, Marine Corps Club System Operations Manual Food and
Beverage Service Techni ques

6. NAVMC 2714, Marine Corps O ub System Operations Manual Operations
Control and O gani zati onal Devel opnent

7. NAVMED P5010, Manual of Naval Preventive Medicine

I NI TIAL TRAINING SETTING  Formal School (Standard) Sustainment (12) Req
By (FM

TASK:  4133.06.03 SET UP COST CONTRCL AND RETAI L PROCEDURES

CONDITION(S): In a Marine Corps MAR facility admnistrative office environ-
nment, given infornmation pertaining to inventories, sales, requisitions,
purchases, operation and overhead expenses, and references.

STAN S): So that it is possible to determne periodically the tota
cost and retail amount of each commodity sold, in addition to its cost
el ement nmakeup in terns of nmaterial, |labor, direct operating and overhead

expenses. Enpl oyees nust be instructed in the procedures of the cost contro
program The procedures nmust detail what forms, inventories, reports are to
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be used, and nethods of conpletion. The procedures nust be nonitored
routinely to ensure that they are effective and to nmake any nodifications
necessary.

PERFORMANCE STEPS

1. Ensure proper control of all supplies.

2. Determne cost for each itemfor retail sales
3. Use scatter sheet or Point of Sale (POS) to deternine period sales.
4. Ensure | abor schedul e and needs are commensurate with sal es.
5. Track overpreparation.
REFERENCE( S) :

1. MO P1700. 27, Marine Corps MAR Policy Manua

2. NAVMC 2711, Marine Corps dub System Operations Manual Food and
Beverage Service Qperation

3. NAVMC 2712, Marine Corps Club System Operations Manual Food and
Beverage Service Techni ques

4. NAVMC 2714, Marine Corps Club System Operations Manual Operations
Control and Organi zational Devel opnent

INITIAL TRAINING SETTING Fornal School (Standard) Sustainment (12) Req
By (FM

TASK: 4133.06.04 SET UP MAR CONCESSI ON PROGRAM

CONDITION(S): In a Marine Corps MR facility, given applications from
concessi onai res, adequate space for type of concession requested, and
ref erences.

STAN S): In keeping with the proprieties and policies of MAR The
need or desirability of each space availability nmust be ascertai ned.
Concessi on contracts nust be formul ated and reviewed. A conplete and
accurate accounting of concession operations finances nmust be mai ntai ned.
Concessi on control sheets and reports must be prepared routinely.

PERFORVANCE STEPS

1. Determ ne concession needs based on patron desires.

2. Execute control measures to ensure only whol esonme itens are sold.
3. Execute proper contract follow up
4. Prepare necessary, tinmely control sheets.
5. Survey patrons assessnment of needs or desires.
Appendix B to
ENCLOSURE ( 6)

6-B-18



MCO 1510. 56B
14 AUG 97
REFERENCE( S) :
1. MO P1700.27, Marine Corps MAR Policy Manua

I NI TI AL TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (SSgt)

TASK: 4133.06.05 ORGANIZE MAR ENTERTAI NVENT

CONDITION(S): In a Marine Corps MAR facility, given space for entertai nment
per f ormance, entertainers, contracts, schedul es, equiprment, and references.

STAN S): So that performers appear as schedul ed, contracts are
prepared, equi pnment and necessary decorations are in place, perforners
briefed on MAR policy, and entertainnent is within budget. The entertainment
nust be eval uated and reconmmendati ons made for future entertainnent. The
entertai nment will be whol esome and in good taste. It will never be

of fensive or enbarrassing to the patron or the command.

PERFCRVANCE STEPS

1. otain listing of MAR approved sources for entertai nnent.

2. Supervise or followup as required by |ocal SOP

3. Provide necessary eval uations.

4. Ensure appropriate contract is prepared.

5. Advi se marketing on needed pronotion of events.
REFERENCE( S) :

1. MO P1700.27, Marine Corps MAR Policy Manua

I NI TI AL _TRAI NI NG SETTI NG MXIT (Standard) Sustainment (12) Req By (FM

TASK:  4133.06.06 | MPLEMENT MAR SAFETY/ SECURI TY PROGRAM

CONDITION(S): In a Marine Corps MR facility, given, safety and health
standards set forth in Marine Corps G ound Cccupation Safety and Heal th
(CsH), a facility floor plan, information regarding safes, conbinations
| ocks and keys, hours of operation, nunber of personnel enployed, and
ref erences.

STAN S): So that responsibility for areas is detailed, procedures
formul ated specifying action for preventing safety hazards and corrections
of deficiencies, routine inspections conducted, and reporting specified.
The security program nust involve coordination with the Provost Marshal and
other |aw enforcenent agencies. Personnel must be instructed as to
procedures to follow regardi ng safety and security matters.

PERFORMANCE STEPS
1. Establish or use MAR SOP for safety and security.
2. Mintain period checklist to verify safety and security checks
Appendi x B to
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3. Determine and post personnel responsibility safety and security
assi gnnent s.

4. Ensure correction of deficiencies.

5 Establ i sh and execute a safety and security checklist.

6. Ensure key logs are being utilized.

7. Change safe conbi nations and door |ocks regularly.

REFERENCE( S) :

1. MO 5100.8, Marine Corps GRD Cccupational Safety and Health (OSH)
Program

2. MO P1700. 27, Marine Corps MAR Policy Manual

3. MCO P4066. 17, Marine Corps Exchange Security and Loss Prevention
Manual

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM

TASK:  4133.06.07 EVALUATE MAR SAFETY/ SECURI TY PROGRAM

CONDITION(S): In a Marine Corps MAR facility, given a safety/security
programin place and the references.

STAN S): Periodically to determ ne the effectiveness of the program
PERFORMANCE STEPS:

1. Determne responsibility for programfollow up.

2. Ensure corrective action is tinely and ongoi ng.

3. Determne cause for repeat discrepancies.

4. Determne need for program expansion.
REFERENCE( S) :

1. MO 5100.8, Marine Corps GRD Cccupational Safety and Health (OSH)
Program

2. MO P1700. 27, Marine Corps MAR Policy Manual

3. MO P4066. 17, Marine Corps Exchange Security and Loss Prevention
Manual

4. NAVMED P5010, Manual of Naval Preventive Mdicine
INITIAL TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (FM

TASK:  4133. 06. 08 ESTABLI SH FOCD AND HOSPI TALI TY PROGRAM
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CONDITION(S): In an MAR program havi ng CMC approval and designated as Food
and Hospitality Director, given a needs assessment, equipnent, supplies,
personnel, necessary buil di ngs, and the references.

STANDARI S) : Ensuring that food, beverages, entertainnent and Tenporary
Lodging Facility (TLF) activities that pronote the well being, norale
conr adeshi p, and whol esone use of leisure tinme for authorized users, their
fam |lies, and guests.
PERFORMANCE STEPS

1. Determne availability of building(s) for facilities.

2. Determine and provide for hiring personnel for each activity.

3. Provide personnel requirenments to Nonappropriated Funds (NAF)
personnel office

4. Ensure proper opening procedures are in place
5. Establish quality assurance

6. Ensure support services are adequate

7. Ensure personnel have updated heal th cards.

REFERENCE( S)

1. MO P1700. 27, Marine Corps MAR Policy Manua

2. NAVMC 2711, Marine Corps O ub System Operations Manual Food and
Beverage Service Qperation

3. NAVMED P5010, Manual of Naval Preventive Mdicine

INITIAL TRAINING SETTING Fornmal School (Standard) Sustainment (12) Req By
(GySgt)

TASK: 4133.06.09 RECOMVEND CONSTRUCTI QN EXPANSI ON RENOVATI ON PROGRAM

CONDITION(S): In a Marine Corps MAR facility adm nistrative office environ-
nment, given information regarding proposed project, anticipated costs, and
ref erences.

STAN S): That neets the requirements for propriety, essentiality,
adequacy of design, suitability of site, usability of facility, effectiveness
of correction of deficiencies, maintenance aspects, and cost factors.

Fur ni shi ng and equi pment requirenments nust be determ ned.

PERFORVANCE STEPS

1. Determne appropriate scope of project based on need and Comrander’s
desire

2. Provide sales data and custoner count for backup
3. Ensure the project is in the 5-year inprovenment plan
4. Determne funding nethod desired.
Appendi x B to
ENCLOSURE ( 6)
6-B-21



MCO 1510. 56B
14 AUG 97

5. Provide Conmmander with necessary data for fornul ating recomrendati on
to CMC.

REFERENCE( S) :
1. MO P1700.27, Marine Corps MAR Policy Manua

2. NAVFAC P80, Facility Planning Criteria for Navy and Marine Corps
Shore Installations

I NI TI AL _TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (MaySgt)

TASK:  4133.06. 10 DEVELOP DEACTI VATI ON DI SESTABLI SHVENT PROCEDURES

CONDITION(S): In a Marine Corps MAR facility, given required data and the
ref erences.

STAN S): To ensure that all assets are properly disposed of, all lia-
bilities are satisfied, all records are disposed of properly, and residua
funds are transferred as required per current regul ations and directives.
PERFORMANCE STEPS

1. Advise Conmander of need to cease operations.

2. Obtain CMC approval to cease operations

3. Notify auditors of closing date for final audit.

4. Maintain protection of assets through the |ast operating day.

5. Ensure conpliance with CMC cl osure procedures letter
REFERENCE( S)

1. MO P1700.27, Marine Corps MAR Policy Manua
2.  SECNAVI NST 5212.5, D sposal of Navy Marine Corps Records
INITIAL TRAINING SETTING MXT (Standard) Sustainnment (12) Req By (M3ySgt)

TASK: 4133.06.11 DEVELOP OPERATI ONAL AND SECURI TY PROCEDURES FCR GAM NG
DEVI CES | N OVERSEAS COMVANDS

CONDITION(S): In a Marine Corps MAR facility, given an area designated for
gam ng devi ces, gani ng nachi nes, and the references.

STAN S): So that machines will remain operational or be repaired in an
expedi ent manner. Measures nust be established to ensure that both the
facility and patrons are protected fromfraud or illegal practices; and

security procedures to prevent theft nust be established.

Appendi x B to
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PERFORVANCE STEPS:

Mai ntai n proper change fund.
I nspect nachines on a regul ar basis.
Ensure machines are repaired in a tinely manner.

Harvest coins from nmachi nes as required.

1.

2

3

4

5. Verify all receipts fromcoin harvest.

6. Transport noney per the security plan.

7. Ascertain that only authorized persons play machines.

8. Inspect facilities regularly for theft prevention.

9 Mai ntain regul ar and emergency repair |og.
REFERENCE( S) :

1. Arny Menorandum of Understandi ng (MOU)

2. MO P1700. 27, Marine Corps MAR Policy Manual

I NI TI AL _TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (FM

TASK:  4133.06.12 ESTABLI SH | MPLEMENT FI ELD FACI LI TI ES

CONDITION(S): In a field environnent where no exchange facility exists,
given a requirement to establish tactical field exchange to support personnel
i nvol ved in a depl oyment operation.

STANDARI S) : Ensuring that personnel in a deploynent situation by the
Command havi ng operational control are serviced. Al concepts of an
exchange facility must be inplenmented within the boundaries of the area.

PERFORVANCE STEPS:

1. Determne size of operation.

Identify nunber of personnel for staffing.
Est abl i sh stock | evel and assortnent.

Det erm ne source of supply.

Determ ne | ogi stical support requirenents.

Train/orient personnel as required.

N o a A w DN

Obtain internal operational supplies/equipment.
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8. Conduct inventory before and after operation

9. Evaluate operation for effectiveness and possible revisions.
REFERENCE( S) :

1. MO P1700.27, Marine Corps MAR Policy Manua
I NI TI AL TRAI NI NG SETTI NG MXIT (Standard) Sustai nment (12) Req By (Sgt)
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DUTY AREA 07 - ADVERTI SI NG MARKETI NG

TASK: 4133.07.01 SET UP A SYSTEM TO | DENTI FY PATRON NEEDS/ DESI RES

CONDITION(S): In a Marine Corps MAR facility, given existing patronage,
potential to increase patronage, and references.

STANDARD( S) : By establishing a schedule to obtain and record coll ected
information regarding the needs of current and potential users on an ongoi ng
basis. Al nmethods, formal and informal, to include focus groups, surveys,
and interpersonal comunications may be used
PERFORMANCE STEPS

1. Solicit ideas from appropriate advisory groups.
Revi ew patron suggesti on boxes.
Publ i sh periodic patron surveys.
Provi de input mechani smfor enpl oyees.

Anal yze input fromall data sources

o o M w b

I mpl enent action to accommodat e patron desires.

REFERENCE( S)

1. MO P1700. 27, Marine Corps MAR Policy Manua
2. NAVMC 2770, Food and Hospitality Marketing Quide
3. NAVWMC 2777, Planning and Marketing Cuide

I NI TI AL _TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainnent (12) Req
By (FM

TASK: 4133.07.02 DEVELOP/ | MPLEMENT A MARKETI NG ACTI ON PLAN

CONDITION(S): In a Marine Corps MAR facility admnistrative office environ-
nent, given identified patron needs/desires, activity and event information
and references.

STAN S): To address the MAR narketing goals and objectives, budget,
survey plans, communication efforts, and new product devel opment. The plan
nust be updated at |east annually and must be based on identified patron
needs or desires.
PERFORMANCE STEPS

1. Review nmerchandi se pl an
Determ ne pronotion activities and special events.

Al'l ocate resources to inplenment plan

P w0 DN

| npl erent pl an.
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5. Critique the results.
6. Mke necessary changes.
REFERENCE( S) :
1. MO P1700. 27, Marine Corps MAR Policy Manual
2. NAVMC 2770, Food and Hospitality Marketing Cuide
INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (FM
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DUTY AREA 08 - EQUI PMENT MAI NTENANCE

TASK: 4133.08.01 ESTABLI SH PREVENTI VE MAI NTENANCE/ SANI TATI ON

CONDITION(S): In a Marine Corps MR facility, given all aspects of the
physi cal plan (mechani cal equipment, food service equi pment and utensils,
and the building itself), nmanufacturer’s maintenance recomendati ons,

i nventory of equi pnent, previous naintenance/repair records, regul ations
pertaining to health and sanitation, and references.

STANDARI S) : Speci fying who is directly responsible for each area or item
of equi pment. A step-by-step process and docunentation procedure nust be
detailed. Schedules for routine naintenance and sanitation nust be estab-

i shed. The program nust specify which fornms and checklists will be util-
ized. A periodic wal k-through of the facility nust be conducted to ensure
that the programis being effective and to nake any nodifications necessary.
Personnel nust be instructed as to the use of the maintenance and sanitation
pr ogr am

PERFCRVANCE STEPS

1. Develop file of equipnent.

2. Develop a list of manufacturers for equiprent.

3. Ensure open food itens are dated.

4. Ensure medical personnel conduct frequent heal th inspections.

5. Create a chronological file on sanitation inspections.

6. Establish and conduct an in-house maintenance/ sanitation training
program

7. Assign enployees to areas of responsibility for naintenance/
sani tation

8. Ensure food itens have been inspected by the Conmand’ s veterinarian

REFERENCE( S)

1. NAVMC 2713, Marine Corps O ub Systens Operations Manual Physica
Pl ant Managenent

2. NAVMED P5010, Manual of Naval Preventive Medicine

I NI TIAL TRAINING SETTING  Formal School (Standard) Sustainment (12) Req
By (FM

TASK:  4133.08.02 ENSURE | MPLEMENTATI ON OF SANI TATI ON PROCEDURES

CONDITION(S): In a Marine Corps MAR facility, given all aspects of the
physi cal plant (nmechani cal equipment, food service equipment and utensils,
and the building itself), regulations pertaining to health and sanitation
and references.

STAN S): Specifying who is directly responsible for each area. A

step- by-step process and docunentation procedure nmust be detailed. Schedul es
for routine sanitation nmust be established. The program nust specify which
fornms and checklists nmust be utilized. A periodic walk-through of the
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facility nmust be conducted to ensure that the programis being effective
and to nmake any nodifications necessary. Personnel nust be instructed as
to the use of the sanitation program
PERFORVMANCE STEPS:
1. Wilize NAVMED P5010 for reference.
Monitor the First In, First Qut (FIFO food and beverage procedures.

Spot check janitorial perfornmance and procedures.

Ensure nedi cal personnel neke regul ar health inspections.

Conduct regul ar inspections of all equipnment for sanitation and

2

3

4. Conduct frequent inspections of storage areas and food preparation
5

6

safety.

7. Conduct informal inspections of enployees regularly for daily
appear ance.

REFERENCE( S

1. NAVMC 2713, Marine Corps O ub Systens Operations Manual Physica
Pl ant Managenent

2. NAVMED P5010, Manual of Naval Preventive Medicine

I NI TIAL TRAINING SETTING  Formal School (Standard) Sustainment (12) Req
By (FM

TASK: 4133.08.03 MANAGE HAZARDOUS MATERI AL ( HAZVAT) PROGRAM

CONDI TION(S): G ven applicable technical manual s and directives.

STAN S): To ensure that all HAZMAT is stored, used, nmintained, and
di sposed of safely in the working environnent.

PERFORVANCE STEPS

1. Review the established HAZMAT program
2. ldentify federal, state, and | ocal EPA requirenents.
3. Mintain the HAZMAT storage point.

4. Uilize required/ recommended handling protection when working with
HAZIVAT.

5. Miintain Material Safety Data sheets.
REFERENCE( S) :

1. 29 CFR

2. Applicabl e Federal Regul ations
Appendi x B to
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3. Applicable Local Regul ations
I NI TIAL TRAI NI NG SETTI NG MXIT (Standard) Sustainment (12) Req By (FM
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DUTY AREA 09 - RECREATI ON

TASK:  4133.09.01 MNAINTAIN A RECREATI ON PROGRAM

CONDI TION(S): When assigned to a Marine Corps MAR organi zation, given
responsibility for establishing and maintaining a Recreati on Program
within existing regulations and references.

STAN S): So that intramural sport and recreation prograns wll be
devel oped. Files nust be established and property control and procedures
nust be devel oped and mai ntai ned. Fair and equitable prograns based on
interests of Marines, gender and popul ati on, geography and avail able facil -
ities nust be established. Budget(s) nust be devel oped and nai ntai ned

PERFORVANCE STEPS

1. Research available assets; i.e., facilities, gyns, pools.
2. Assess patron requirenents and desires.

3. Develop intramural program conpatible with Command m ssion
popul ati on, and gender

4. Devel op and naintain budget.

5. Using proper procedures, request itenms and supplies to properly
support devel oped prograns.

6. Develop appropriate awards systens within the conpetitive prograns.
7. Supervise subordi nate personnel

REFERENCE( S)

1. Mrine Corps Fitness Center Standards
2. MO P1700. 27, Marine Corps MAR Policy Manua
ADM NI STRATI VE | NSTRUCTI ONS:  Marines assigned to Recreation billets will

be trained primarily MJT, therefore, Commands are encouraged to authorize
TAD participation in civilian recreation schools and sem nars.

INITIAL TRAINING SETTING MXT (Standard) Sustainment (12) Req By (Sgt)
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